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Adding and Entering Employee Information

Section Objectives
At the end of this section, you should be able to:

e Enter an employee in Purchasing application
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Adding an Employee as a Supplier
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Entering Employee Information

Enter Person

Oracle Public Sector Purchasing
N — Setup— Personnel — Employees

Enter Person

e B8] a0

Last Mame
First
Middle
Title

Identifier Gender
Employee Number e ® Famals ® Linknown

il i 464 58 8597

Emplayrment Dates (EMOIRZIY - @ |

Personal Information

S RET R0 - JAN-1970 | =kl Joe. SmithEoa.dot.gov
Iail Watk Telaphons J

ENTER PERSON

Name Area

Field Name Comments Required?

Last Name Enter Last Name of the employee. Yes

First Enter the First name of the employee. Yes

Middle Enter the Middle name of the employee. No

Title Enter the Title of the employee. No

Identifier Area

Employee Num Generated by the system. Display Only

Social Security Enter the Social Security Number of the Yes
employee
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Gender Area

Male Select if the employee is male. No
Female Select if the employee is female No
Unknown Select if the employee is unknown. No
Employment Dates — |Enter the employee’s hire date in the first of]Yes
From the Employment Dates fields. This must be

on or before today’s date.
Employment Dates — |Enter a termination date when the employee|No

To no longer works there.

Personal Information Area

Birth Date Enter the Birth Date of the employee. Yes
Mail Select Home or Office to indicate the No

employee’s preferred mail address. Select
Home is using Web Expenses.

Email Enter email address of the employee. This |No
address is used to alert users of expense
reimbursements.

Work Telephone Enter a Work Telephone number. No

1. Select (B) More.

Person Information

R SMITH, JOE [ Mumber LRI
Style ]United States (International)
Address 1213 MacAlpine...Moore..OK.73160.United States.405.799.1234.
Details
Type | ¥ Prirnary
Dates [16-JUL-2001 il 1
|PERSON INFORMATION
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Field Name |Comments Required?

Name Name is displayed that was entered in the Enter Display Only
Person screen.
Number System generated. Display Only
Address
Style Select a national address style. Yes
Address | Address window opens when you select this cell, |Yes
see details in Personal Address Information grid
below.
Details Area
Type Not used at this time. No
Primary You can check Primary for the address you are No

Checkbox creating to identify the employee’s main address.
By default, the first address you enter is the
Primary address.

From Date  |The current date defaults as From Date. Youcan [|Yes
change this date with LOV.
To Date Enter an ending date, or leave blank. No

Flexfield Not used at this time. No

Note: When the address field is selected, the Personal Address Information window is
displayed.

s tar= ol Stdres = infarmatin

el 8 United States
e e =8 405 7991234
Telephaone

PERSONAL ADDRESS INFORMATION

Field Name Comments Required?
Address Line 1 Enter street address. Yes
Address Line 2 Enter street address. No
Address Line 3 Enter street address. No

City Enter City. Yes
County Enter County. No

State Enter State. Yes
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Zip Code Enter the Zip Code. Yes
Country Enter Country. Yes
Telephone Enter Telephone Number. No
Telephone2 Enter second Telephone Number if necessary |No

LE R SMITH, JOE | Murnber

s | Assignrent

Organization |FEDERAL RAILROAD ADMIN Job |FRA JOB

Position |FRA POSITION Supenvisor |

Billing Title |

Accounting Information
set Of Books. iFEDERAL RAILROAD ADMIN

Default Expense Account | |

- Location Address -

Location | Style |

Address |

i 1

o S

PERSON INFORMATION
Assignment TAB

Field Name Comments Required?
Organization Select the organization to which you Yes

want to assign the employee.
Job Select the job for the employee’s Yes
assignment from the list of values.
Position Select the position for the employee’s Yes
assignment from the list of values.
Supervisor Select the supervisor for the employee’s |No
assignment from the list of values. For
Web Expenses, this will be the 1st level
of approval. If no supervisor is entered
that will be the highest position in the
organization.

Billing Title Not used at this time. No

Accounting Information Area

Set of Books The Set of Books field displays the set of [Display Only
books for your installation.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Adding and Entering Employee Information
Chapter 1 - Page 7




Default Expense Default Expense Account used for Web [No

Account Expenses and Purchase Card
transactions.
Location Address Area
Location Select a location for the assignment from |No

the list of values. The address of this
location is displayed.
Style Defaults from the location address. Display Only

Address The address of this location is displayed. [Display Only

2. Select (I) Save, close.
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Submit Employee Listing

Use this report to create a list of employees that meet criteria that you specify.

Submit a New Request

Oracle Public Sector Purchasing
N — Reports — Run
Submit a New Request

2% Submit a New Request

What type of request do you want to run?

i to submit an individual request,

® Request Set
Thiz allows you to submit & pre-defined set of

Cancel

SUBMIT A NEW REQUEST
Field Name Comments Required?
Single Request |Allows you to enter an individual request. |Yes

Request Set Allows you to submit a pre-defined set of  |No
requests.

1. Select (B) OK.
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2.

= :
gEs Submit Reguest

Run this Request...

[Matre

Parametars

Language

At these Times...

Upon Completion..:

Languages. .

|

ave
Natify © Bpfions..
Prrityt to: ] = :

Select Employee Listing from LOV.

Mame

| applicatic =

Import tems

Employves Listing

Mew SupplierMew Supplier Site Listing
Payment Terms Listing

Supplier Audit Report

Supplier Mailing Labels

Suppliers Report

ASL Llpgrade

Accrual Rebuild REecaonciliation Report
Accrual Reconciliation Report

| Accrual Write Off Report

Crracle [py
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3. Select (B) OK. A Parameters screen will appear.

Parameters |

sart Employees By ([Number,Name|

Inelude Activellna

Supens

Logation {gkip for &0

PARAMETERS

Field Name Comments Required?
Sort Employees [You can sort this report in four different ways: Yes

By e Last Name, First Name

e  Number, Name
e Location, Name
e  Supervisor, Name

Include You can submit the report for certain types of employees: |Yes

Active/Inactive? [e  Active. Submit the report for active employees only.

e Inactive. Submit the report for inactive employees
only.

e  Both. Submit the report for both active and inactive
employees.

Supervisor Name [If you want to submit the listing for employees assigned to |No
a particular supervisor, select the supervisor's name from
the list of values.

Location If you want to submit the listing for employees assigned to |No
a particular location or department, select the location or
department from the list of values.

4. Enter Parameters and select (B) OK.
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5% Submit Request

Run this Request...

Marne
sl Number, Mame.Both..
Language [SEit ZEnglis:iﬁ

Languages...

At these Times...

As Soon as Possible ‘Schedule...

Upon Completion..:

[Mtify
Ehgaeasanf?

Uptions..,

SUBMIT REQUEST

Run This Request Area

Field Name Comments Required?
Name Name of the Request. Yes
Parameters Enter additional criteria for the Request. Yes
Language Defaults to American English. Yes

At these Times Area

At these times |As Soon As Possible is the default. Yes

Upon Completion Area

Save All Output|Check this field if you want to save the output files to Yes

Files view online at a later time.

Notify Enter the name of the user you would like to have the No
system notify when this process has completed.

Print To Select the printer to have a hard copy of the system No
output printed.
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Running the Fill Employee Hierarchy Process

Submit a New Request

Oracle Public Sector Purchasing

N — Reports — Run

Submit a New Request

%Suhmit a Hew Hequest

What type of request do you want to run?

you to submit an individual request,

® Request Set
This allows you to subrmit a pre-defined set of

requests,
Cancel

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request  |Allows you to enter an individual request. No
Request Set Allows you to submit a pre-defined set of requests. No

1. You must select either Single Request or Request Set.

2. Select (B) OK.
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ZESubmit Request

Run this Request...

Marme (Fill Em -_ ee Hierarchy]

Farameters

Languate Amer}canfﬂglis:iﬁ

Languages...

At theze Times...

As Soon as Possible 5.'étheﬂule. A

Upon Completion...

Matify
Es e anf2

Options. ..

SUBMIT REQUEST

Run This Request Area

Field Name Comments Required?
Name Select Fill Employee Hierarchy from LOV. Yes
Parameters Not used for this report. No
Language Defaults to American English. Yes

At These Times Area

At these Times |As Soon As Possible is the default, or choose from: re-use a |Yes
schedule you previously defined and saved, or define a new
schedule. You can define your schedule to run a request as
soon as possible, at a specific time, or repeatedly at specific
intervals, on specific days of the week or month.

Upon Completion Area
Save All Output |Check this field if you want to save the output files to view |No

Files online.

Notify Specify additional people to notify, or replace your name if |No
you do not want to be notified.

Print To Select a print style from LOV. No

3. Select (B) Submit Request.
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Lab 1: Setting Up an Employee

Instructions

A new employee, Olive Oylanlube, is due to go on travel status within the next month. You
have been tasked with setting her up as an employee, and also as a supplier. For this exercise,
each student must choose a unique name, Social Security Number (SSN), and unique

address.
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Lab 1 Solutions: Setting Up an Employee

1. Open the Enter Person window in Human Resources:

N — People — Enter and Maintain

Enter Name of Employee. Select (B) Find to verify the employee has not been entered

previously.

3. Select (B) Clear to clear query information, the select (B) New.

% Find Person

Full Mame

Employee Mumber

4. Entering the following in the People window:

Last Name — Oylanlube <choose a unique name>
First Name — Olive <choose a unique name>
Social Security Number - <unique ssn>

Type - Employee

Birth Date — 27-Jan-1951

Note: The employee number is generated by the system upon selecting (I) Save.
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Lab 1 Solutions: Setting Up an Employee

S Employee
Latest Hire Date yRETewll1y;
BECRE e @ all=Til 11-DEC-2002

Identification

hliddle

Persanal

Birth Date (25 FEB-1951 Age
Tawn of Birth Status
Region of Birth Rationality
Country of Birth Registered Disabled

Effective Dates

i 11-DEC-2002
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Lab 1 Solutions: Setting Up an Employee

5. Select the Office Details tab. Enter the following information:

e  Email — olive.oylanlube@fra.dot.gov

e Mail to - Home

Note: The e-mail address is especially important, because that is the way in which the
employee is notified when travel funds have been paid.

Gender I Employee

LSS EEERN 11 -DEC-2002

B CRRE 8= 11 -DEC-2002

Identification

555338585
881452
Applicant _

Office Details | A

Office Email |olive.oylanlubegifra.d

Location Mail To [Home

hailstop

Effective Dates

Filie 11-DEC-2002

6. Select (I) Save.

7. Select (B) Assignment. In this screen, you must enter the following:
e  Organization — Federal Railroad Administration
e Job-FRAJOB
e Group—-FRA

e  Position — FRA POSITION
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Lab 1 Solutions: Setting Up an Employee

e  Supervisor — this field must be entered unless the employee is the highest person in the
organization.

e Location — FRA NATL ACCTG OFF

8. Select (I) Save. Close back to the Navigator.
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Suppliers - Introduction

Chapter 2
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Suppliers - Introduction

Section Objectives
At the end of this section, you should be able to:

e Discuss the basic concepts of suppliers within Oracle Payables.
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Setting Up Suppliers

Enter supplier Enter invoice Approve invoice
\E :
\5\ e 22 N
Q?,«t/ W‘.!V“ |
Create PO Pay invoice
Match to PO l
\ / 7
T Create journal entries

Enter requisition

e  Set up suppliers in the Suppliers windows to record information about individuals and
companies from whom you purchase goods and services.

e When you enter a supplier that does business from multiple locations, you store
supplier information only once, and you enter supplier sites for each location.

e  Most supplier information automatically defaults to all supplier sites. However, you
can override these defaults and enter unique information for each site.

e  When you enter a supplier, you can also record information for your own reference,
such as the names of contacts or the name of the supplier’s parent company if the
supplier is a franchise or subsidiary. The parent company must also be defined as a
supplier in the system.
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Using Supplier Information

Integration
Oracle Human Oracle Projects Oracle Cash
Resources + Management

e

Oracle Iiayables

e e o

Oracle Oracle Oracle
Purchasing Assets General Ledger

|_.I/»4T

Three Oracle financial applications use the Supplier windows: Oracle Payables, Oracle
Purchasing, and Oracle Assets. If you use more than one of these products, supplier
information is shared with the other products.

To enter a purchase order, Oracle Purchasing needs at least one purchasing site. Oracle
Purchasing uses supplier and supplier site information to enter default values such as freight
terms and shipment method for all of the supplier’s purchase orders. By defining receiving
control options, you can ensure that products you receive are within the tolerance you specify
and the guidelines you choose.

Oracle Assets uses only the supplier name, supplier number, and inactive date information from
the Supplier windows.

By enabling the Create Employee as Supplier Payables option when you import the employee’s
expenses from Oracle Projects, Oracle Payables creates a supplier site with the appropriate
address depending on the information you entered in the Enter Person window of Oracle
Human Resources.
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Creating Supplier Sites and
Querying Suppliers

Chapter 3
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Creating Supplier Sites and Querying Suppliers

Section Objectives
At the end of this section, you should be able to:
e Create supplier information
e Define supplier site information
e Identify supplier contact information by site
e  Merge suppliers
e Review suppliers

e  Run supplier reports
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Overview: Default Values

Overview: Default Values

Financial options

\/

Purchasing/Receiving options

v

Supplier

\/

Supplier site

\/

Item

v

Document

Default Values

Oracle Payables contains a hierarchy of options and defaults to expedite and control data entry.

e  Options and defaults set at one level automatically cascade down to all lower levels in

the hierarchy.

e  Although you need to define these options and defaults only once, you can update
them at any time to change controls and defaults for future transactions.

e  You can override options and defaults at lower levels in the hierarchy.
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Suppliers

Overview: Suppliers

Supplier

[
j Q‘ Supplier sites

Y U

\]
Washington, D.C. Chicago Paris

) ) ! ) ) )

4}} 1J AJ 1J 4)} 1J

Contact Contact Contact Contact Contact Contact

Defining Supplier Information
You must define a supplier before performing most activities within Oracle Payables.
e  You create a supplier master for each supplier with whom you do business.
e By using congruent naming conventions, you avoid duplicate suppliers.
*  You specify details that are relevant to the payables and purchasing functions.
Many suppliers have multiple business sites.

®  You have the ability to identify terms and conditions, purchasing details, and payment
information for each supplier site.
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Suppliers

e You decide to which site or sites invoices and purchase orders are sent.
e  You can put a supplier on hold or set a date to inactivate the supplier.
®  You can default the supplier information down to the site level or override it.

Each site can have multiple contacts. You can enter contact information, including name and
telephone number, at any time.
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Supplier Sites and Contacts

Supplier Site Information
Washington, D.C. ’/ L=
N Terms and Payment
( %)\ \\% conditions method
_ - >
j g; Chicago ’/ Q}‘_
Supplier > Terms and Payment
= conditions method
-
Paris ’/
=
> ‘ Terms and Payment
conditions method

Supplier Sites and Contacts

You can identify multiple business sites for each supplier and enter specific details for each
site. In addition, you can identify an unlimited number of contacts for each site.
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Naming Conventions

Naming Conventions

CONGRUENT NONCONGRUENT
Testcom Inc Testcom INC

Data Inc Data Incorporated
Value Corp Value Corp

or or

TESTCOM INCORPORATED TestCom Incorporated
DATA INCORPORATED DATA Inc.

VALUE CORPORATION Value Corp.

Congruent Naming Conventions

Prior to creating new supplier information, consider the supplier naming convention that the
department uses.

It is important to have congruent naming conventions, because Oracle Payables accepts non-
congruent styles as separate entries. Both of the following examples will be accepted as
different company names and issued different supplier numbers:

e TESTCOM INC

e TEST-COM INC
The difference between these examples is the hyphen in the name TESTCOM.

Refer to: Supplier Naming Conventions [REF7301Z]
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Supplier Naming Conventions

Distribution

AP Accounting Supervisor

AP DELPHI Controller

AP Lead Accounting Technician
AP Systems Accountant

PO Accounting Supervisor

PO DELPHI Controller

PO Lead Accounting Technician

PO Systems Accountant

Ownership

The Oracle Public Sector Payables Lead is responsible for ensuring that this document is
necessary, that it reflects actual practice, and that it supports Department of Transportation

policy.
Naming Conventions - Vendor Names

All vendor names must be typed in uppercase format. Names should be spelled out in full with the
following exceptions:

1. Initials- Companiesthat are known by the general public by their initials should be
entered as such. (No spaces, no punctuation)

Example: AT&T IBM ITT  MCI UPS

All other business names should be spelled out completely. Where more than one company uses
the same initials, both companies names should be written out.

2. "State, County, City, Country" vendors - First word should be the State, County, City's
name. Spell the name out completely. If it isacity, use the state name in the supplier
name field to differentiate between the same city name in different states.

Example:
CORRECT INCORRECT
COLORADO STATE TREASURER TREASURER OF COLORADO
CANADIAN COUNTY COMM. OF CANADIAN COUNTY
COMMISSIONER
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WASHINGTON DC CITY COUNCIL CITY COUNCIL OF WASHINGTON

Monroe TEXAS City of Monroe City of

3. Removeall Punctuation for Commercial Vendors- Do not use periods, commas,
parenthesis, or (semi) colons. It is OK, however, to use apostrophes to show ownership.

4. Enter an individual name - Enter last namefirst, followed by a comma, then first name
and initial followed by a period.

Example:
CORRECT INCORRECT
Smith, John P. Smith John P
Taylor, Christ G. | Taylor Christ G |
Lee Nick R. JR LeeNick RJR

5. No spacingin a person'slast name - Hyphens may be used if necessary.

Example:
CORRECT INCORRECT
MCDONALD MC DONALD
CROSBY-NASH CROSBY NASH OR CROSBY/NASH

6. Remove unnecessary words from beginning

Words and symbols not to use on the first line of address:

# AND IE

THE OF FOR

ALSO % CARE OF ATTENTION

GENDER WORDS TITLES BY
Example:

CORRECT INCORRECT

SALVATION ARMY THE SALVATION ARMY

7. Attention line - Always goes below the firms' name.
Example:

XEROX CORPORATION
ATTENTION JOHN DOE

8. Utilize abbreviations or drop any incorporation designations - Drop the following if you
can. If not, abbreviate:
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CORP CORPORATION

CO COMPANY

INC INCORPORATED

PLC PUBLIC LIMITED COMPANY
LTD LIMITED

Naming Conventions - Vendor Addresses
Addresses must be typed in uppercase format.

1. Street Address- Spelled out the name of the street completely. Abbreviate any secondary
or directional information.

Example
CORRECT INCORRECT
6500 W WASHINGTON ST 6500 W WASH. ST

See attached list of abbreviated designators.

2. Post Office Box, Rural Route - Use standard abbreviations
Example:

RR 112

PO BOX 223

3. City Names - Completely spell out al city names. Do not use punctuation. It is OK to
abbreviate, Saint (ST), Mount (MT), and Fort (FT), but do not use periods.

If acity name has a directional preceding it - Spell the direction out completely:

Example:
CORRECT INCORRECT
EAST ST LOUIS E ST. LOUIS

4. State Names- Use U.S. Postal standard two letter abbreviation.

5. Country Names - Spell out the proper country names completely.

Example:
CORRECT INCORRECT
SOUTH KOREA S. KOREA

6. Telephone Numbers- Should be entered as follow:

Within the United States: Three(3) digit area code followed by seven(7) digit phone number and
extension with a dash following the first 3 digits of the number.

Example: 405 954-3604 1234
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Outside the United States: International dialing code and the area code should be entered in the first
field with a space between the International dialing code and the area code, the seven (7) digit phone
number and extension is entered in the second field.

Example:

044 305

680-3456 1234

Here's how you would enter an address following all of these guidelines:

SMITH-JOHNSON, DAVID S.
12345 E WASHINGTON PL
MIAMI, FL 33132-1693

UNITED STATES OF AMERICA

Common Unit Designators:

BLK Block

RM Room

FL Floor

STE Suite
BLDG Building
APT Apartment
DEPT Department

Common Street Designators:

DELL COMPUTER CORP

ATTENTION PURCHASING
100 DELL WAY
BOWIE, MD 20720-3474
UNITED STATES OF AMERICA

AVE Avenue HBR Harbor
BLK Block HWY Highway
BLVD Boulevard JCT Junction
CSWY Causeway PKY Parkway
PO BOX (#) Post Office Box CT Court

RD Road RR Rural Route
CIR Circle COR Corner
CTR Center DR Drive

PL Place EST Estate

RTE Route EXPY Expressway
SQ Square FWY Freeway
TERR Terrace

These designators are based on US Postal Service Guidelines.

Supplier Naming Conventions

Effective 01/22/03

Page 4 of 4
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Duplicate Supplier Entries

Avoiding Duplicate Supplier Entries

Prior to setting up a new supplier in the Suppliers window, verify that the supplier does not
already exist in the system:

e Perform a Find or Query on the supplier name.
e  Submit the Suppliers Report.
e  Submit the Supplier Audit Report.

Verification eliminates the possibility of having duplicate suppliers in the system and also
improves system performance.

When you do your analysis and you find a duplicate supplier entry, you can request the
suppliers to be merged. You also use this feature when suppliers actually merge or a buy out
occurs.
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Submit a New Request

Oracle Public Sector Payables

N — Other — Request — Run

Submit a New Request

Use the Suppliers Report to review detailed information you entered for a supplier in the
Suppliers and Supplier Sites windows. This report also shows if a supplier is on PO Hold. You
have the option to include supplier site address and contact information. Payables list your
suppliers in alphabetical order, and you can additionally order the report by supplier number.

%Suhmit a Mew Request

What type of request do you want to run?

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request Allows you to enter an individual request. Yes
Request Set Allows you to submit a pre-defined set of requests. |No

1. Select (B) OK.
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E Submit Reguest X |

Run this Request...

[arme [Suppliers Report

Fararneters

EEIERES American English
-

At these Times...

As Soon as Possible Schedule. .

Upon Completion...

e all Dutput Files

Frint to am‘2 124 ps

SUBMIT REQUEST

Run This Request Area

Field Name Comments Required?
Name Name of the Request. Yes
Parameters Enter additional criteria for the Request. Yes
Language Defaults to American English. Yes

At These Times Area

At these Times |As Soon As Possible is the default. Yes

Upon Completion Area

Save All Output  |Check this field if you want to save the output filesto  |No

Files view online.

Notify Enter the name of the user you would like to have the  |No
system notify when this process has completed.

Print To Select the printer to have a hard copy of the system No
output printed.
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5= Parameters

Supplier Ty
supplier Name

Include AllfActive Suppliers? Feis)

Includ

Include A&

PARAMETERS

Name Comments Required?
Supplier Type Include all, or choose from LOV. No
Supplier Name Include all or specify supplier. No
Include All/Active Active or All Suppliers Yes
Suppliers

Order By Sort by Name or Supplier Number. Yes
Include Site Information Include Supplier addresses — Yes/No Yes
Include All/Active Sites Active or All Yes
Site Pay Group Skip for all No
Include Contact Information|Supplier Contact — Yes/No No
Include All/Active Contacts |Active or All No
Print Home Country Yes or No No

2. Select (B) OK to accept parameters entered.

3. Select (B) Submit to run the report.
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Find or Enter Basic Supplier

Supplier Summary

Oracle Public Sector Payables
N — Suppliers — Entry

Suppliers Summary

Find Suppliers

1. Select (I) Find or (M) View-Find. The Find Suppliers screen will automatically appear.

Enter criteria necessary to find supplier. Select (B) Find.

EEFind Suppliers

suppter e | |

One Time

Ernpl Murnber

arent Mumber

Reportahle

FIND SUPPLIERS

Field Name Comments Required?

Supplier Name Use Name of Supplier to limit the search for a supplier. |[No

Supplier Number  |Use the Supplier number to limit the search for a No
supplier.

Taxpayer ID Use the tax identification number (TIN) to limit the No
search for a supplier.

Tax Registration Use the VAT registration number to limit the search for |No

Number a supplier.

Inactive Dates Enter dates to limit the search for a supplier. No

One Time Use the one time field to limit the search for a supplier. |No

Supplier Type Use the Supplier type to limit the search for a supplier. |No

Employee Name Use the Employee Name to limit the search for a No
supplier.

Employee Number |Employee number to limit the search for a supplier. No

Creating Supplier Sites and Querying Suppliers
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Parent Supplier Use the Parent Supplier Name to limit the search fora |No
supplier.

Parent Number Parent Supplier Number to limit the search for a No
supplier.

Payment Priorities |Use the Payment Priority to limit the search for a No
supplier.

Reporting Name Use the reporting Name to limit the search for a No
supplier.

Payment Terms Use the Payment terms for the supplier to limit the No
search for a supplier.

PayGroup Use the PayGroup to limit the search for a supplier. No

Reportable Area

Federal Use the Federal reporting status to limit the search for a |No
supplier.

Income Tax Type |Use the Income Tax Type to limit the search for a No
supplier.

State Use the State reporting status to limit the search fora  |No
supplier.

2. If no supplier meets your criteria, and a new supplier must be added, select (B) New and
type in the name of the new supplier.

EIAEEREEE BARNES & NOBLES _I = ETER T8 156487958 _I
358 156487958 i a ation Number [ D

Parant Supplier Narme l

Customer Number l

SUPPLIERS

Field Name Comments Required?

Supplier Name  [Name of Supplier — Use a naming convention to prevent |Yes
future duplications.

Supplier Number |Use the Tax Identification Number (TIN). The Supplier |Yes
Number and the Taxpayer ID must always be the same
number in Delphi.
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Taxpayer ID The TIN applies to both business and individual tax Yes
numbers. An Employee Identification Number (EIN) is
used by sole-proprietorships, partnerships and corporations
that are responsible for federal taxes. The term TIN also
applies to an individual’s Social Security Number (SSN).

Tax Registration |This is used for a value-added tax (VAT) supplier. Not  |No

Number used in DELPHI.

Inactive After Enter date to prevent purchase order or invoice entry after |No
a certain date for this Supplier.

[1] Descriptive Flexfield to capture the 2-byte Department No
Code for Suppliers that are within the Federal
Government.

3. Select Supplier Tabs to enter the necessary supplier header information in the Suppliers
screen.
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Supplier Header Tabs

Header Tab Relevant Purchasing Information

Classification Business classification, including Small
Business, Woman- owned, Minority Owned

General Parent supplier association, Customer Number

Control Holds, Invoice Amount Limit

Payment Terms, Currency, Payment Method

Purchasing Ship-To, Bill-To, and Purchase Order Hold

Receiving Invoice Matching, Tolerance, Days Early/Late

Accounting Distribution Set, Liability, Prepayment, Future
Dated Payment

EDI Electronic Payment Method, Payment Format,

Remittance Method, Transaction Handling

Invoice Tax DOT does not use this functionality

Tax Reporting | 1099 Reportable: Federal, Income Tax Type,
State
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Entering Detailed Supplier Information: Classification Tab

Suppliers

Oracle Public Sector Payables
N — Suppliers — Entry

Suppliers

1. Find the Supplier.

2. Select the Classification Tab.

Supplier Mumber  gH1E TR

tion Mumber _
[l

Classification ; : - ] Invai ; - Mitnalding n

Type ﬁupplier

Employee Name Mumber |

[~ 'One Time

sic |
Minarity Owred |

[ Smmall Business
[ Woman Owned

SUPPLIERS

Field Name Comments Required?

Supplier Name Name of Supplier — Use a naming convention to Yes
prevent future duplications.

Supplier Number Use the Tax Identification Number (TIN). The Yes

Supplier Number and the Taxpayer ID must always
be the same number in Delphi.

Taxpayer ID The TIN applies to both business and individual tax ~ |Yes
numbers. An Employee Identification Number (EIN)
is used by sole-proprietorships, partnerships and
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corporations that are responsible for federal taxes. The
term TIN also applies to an individual’s Social
Security Number.

Tax Registration This is used for a value-added tax (VAT) supplier. Not|No
Number used in DELPHI.

Inactive On Enter date to prevent purchase order or invoice entry  |No
after a certain date for this Supplier.

[1] Descriptive Flexfield to capture the 2-byte Department |No
Code for Suppliers that are within the Federal
Government.

3. Place cursor in the descriptive flexfield, which is the last field displayed in the supplier
header area. A popup screen for Departmental Eliminations will appear.

a e D

VENDORS
Field Name Comments Required?
Eliminations Dept Required if Federal Agency. Yes

Enter the 2-byte Department Code for Suppliers
that are within the Federal Government. THIS
DATA IS REQUIRED FOR FACTS
REPORTING.

For more information on Department Codes refer to Part 2- Chapter 4000 Federal
Agencies' Centralized Trail - Balance System (FACTS 1) Appendix 3.

4. Select (B) OK.

5. Select (B) Tab to enter the necessary supplier header information in the Suppliers screen.

SUPPLIERS (continued)
Classification TAB
Field Name Comments Required?
Type Used to group Suppliers for reporting purposes. Yes
Employee Name Used to link an Employee to the Supplier. No
Number Employee number assigned by the system when Display Only
entering the Employee.
One Time Select this box if not expecting to do repeat business |No
with the Supplier.
SIC Standard Industry Code — Can be used for reporting  |No
purposes.
Minority Owned Select the minority group if the supplier is minority |No
owned.
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Small Business Select checkbox if supplier is a small business. No

Woman Owned Use this to track businesses owned by woman. No
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Entering Detailed Supplier Information:

General Tab

Suppliers

Oracle Public Sector Payables
N — Suppliers — Entry

Suppliers

5= Suppliers (FEDERAL RAILROAD ADMIN)

General | C

T
A

g

Supplier Mumber _
gistration Murnber —

Parent Supplier Mame |

Custormer Number |

1. Find the Supplier.

2. Select the General Tab.
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%Suppliers (FEDERAL RAILROAD ADMIN)
= EENET S BARNES & HOBLES |
|55 156487 998 |

General

FParent Supplier Marme I

Custormer Number I

supplier Momber §EUT HERET |

ation Mumber

SUPPLIERS
Field Name Comments Required?
Supplier Name  |Name of Supplier — Use a naming convention to prevent|Yes
future duplications.
Supplier Number |Use the Tax Identification Number (TIN). The Supplier|Yes
Number and the Taxpayer ID must always be the same
number in Delphi.
Taxpayer ID The TIN applies to both business and individual tax Yes

numbers. An Employee Identification Number (EIN) is
used by sole-proprietorships, partnerships and
corporations that are responsible for federal taxes. The
term TIN also applies to an individual’s Social Security
Number (SSN).

Tax Registration
Number

This is used for a value-added tax (VAT) supplier. Not
used in DELPHI.

No

Inactive On Enter date to prevent purchase order or invoice entry No
after a certain date for this Supplier.

[1] Descriptive Flexfield to capture the 2-byte Department |No
Code for Suppliers that are within the Federal
Government.

General TAB

Parent Supplier |Name of the Suppliers parent company if supplier is a No

Name

franchise or subsidiary. (The parent company must also
be set up as a Supplier in the system.)

Number Parent Supplier Number will default from the system Display Only
assigned number.
Customer The identification number your Supplier uses to identify |No
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|Number |y0ur agency.

3. Select (I) Save.
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Entering Detailed Supplier Information Payment Tab

Suppliers

Oracle Public Sector Payables
N — Suppliers — Entry

Suppliers

%Suppliers {(FEDERAL RAILROAD ADMIN) XAl X

gistration Murnber —
[l

General : | . : thnelding ll

Parent Supplier Mame |

Custormer Number |

1. Find the Supplier.

SUPPLIERS

Field Name Comments Required?

Supplier Name  [Name of Supplier — Use a naming convention to prevent[Yes
future duplications.
Supplier Number |Use the Tax Identification Number (TIN). The Supplier [Yes
Number and the Taxpayer ID must always be the same
number in Delphi.

Taxpayer ID The TIN applies to both business and individual tax Yes
numbers. An Employee Identification Number (EIN) is
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used by sole-proprietorships, partnerships and
corporations that are responsible for federal taxes. The
term TIN also applies to an individual’s Social Security
Number (SSN).

Tax Registration |This is used for a value-added tax (VAT) supplier. Not |No

Number used in DELPHI.

Inactive After Enter date to prevent purchase order or invoice entry No
after a certain date for this Supplier.

[1] Descriptive Flexfield to capture the 2-byte Department |No
Code for Suppliers that are within the Federal
Government.

2. Select the Payment Tab.

'%Suppliers (FEDERAL RAILROAD ADMIN)

AIEGTERBARNES & NOBLE BOOKSTORE #654 |
U 132536119 |

supplie

'_ Payrment

Supplier Mumber  ErEEIREL] J

ation Mumber

Terms
Fay Group
Payrment Priority

Terms Date Basis
Pay Date Basis
Fayment Method

PROMPT NET 30

VENDOR

99

Invoice Received "]

Discount *

Electronic

Inwoice Currency

Fayment Currency .

[ Always Take Discount
v Exclude Freight Fram Discount

v Allow Interest Invoices

W Pay Alone

SUPPLIERS

Payment TAB

Field Name Comments Required?

Terms Payment terms used for to schedule payments for the Yes
supplier invoices.

Invoice Currency |The supplier invoice currency is used as a default when [Yes
entering invoices for the supplier.

Pay Group The Pay group used as a default when entering invoices |Yes
for the supplier.

Payment Currency |The supplier payment currency is used as a defaultin  |Yes
the Payment Currency field when entering invoices for
the supplier.

Creating Supplier
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Payment Priority |A number between 1(high) and 99 (low) which Yes
represents the priority of the payment.
Terms Date Basis |Date from which Payables calculates a scheduled Yes
payment for a supplier. This option must be set to
Invoice Received to comply with the Prompt Pay Act.
Always Take Enabling this option to have Payables always take a No
Discount discount when offered. This option will not be enabled
for suppliers subject to the Prompt Pay Act.
Pay Date Basis The Pay Date Basis for a supplier determines the pay Yes
date for a supplier’s invoices.
Exclude Freight  |Enable this option to have Payables automatically No
From Discount subtract freight amounts when calculating discounts for
invoices.
Payment Method |The most frequent method used to pay the supplier site. |Yes
Allow Interest Enable this option to have Payables calculate interest for|Yes
Invoices the supplier’s overdue invoices and create
corresponding interest invoices when you pay the
overdue invoices.
Pay Alone Enable this option to have Payables process payments [Yes

individually. This option must be enabled for ECS
payments to process correctly.
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Entering Supplier Information: Receiving Tab

Suppliers

Oracle Public Sector Payables
N — Supplier — Entry

Suppliers

% Suppliers (FEDERAL RAILROAD ADMIN)

Supplier Mumber !

aticn Murber !
[l

Enforce Ship-To Location |Waming
Receipt Rodting |Direct Delivery
Match Approval Level |2 Way
Oty Receivad Tolerance 0%

Oty Received Exception |Warning v]
Days Early Receipt Allowed |0 I Allow Substitute Recaipts
Days Late Receipt Allowed |0 ™ Allow Unordered Receipts ()

Recaipt Date Exception | Warning -|

SUPPLIERS
Field Name Comments Required?
Supplier Name |Name of Supplier — Use a naming convention to prevent Yes

future duplications.
Supplier Use the Tax Identification Number (TIN). The Supplier Yes
Number Number and the Taxpayer ID must always be the same

number in Delphi.
Taxpayer ID The TIN applies to both business and individual tax numbers. |Yes
An Employee Identification Number (EIN) is used by sole-
proprietorships, partnerships and corporations that are
responsible for federal taxes. The term TIN also applies to an
individual"” Social Security Number (SSN).
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Tax Registration | This is used for a value-added tax (VAT) supplier. Notused |No
Number in DELPHI.
Inactive On Enter date to prevent purchase order or invoice entry aftera |No
certain date for this Supplier.
[] Descriptive Flexfield to capture the 2-byte Department Code |No
for Suppliers that are within the Federal Government.
Receiving TAB
Enforce Ship-To |Field defaults from initial setup of the application. System Yes
Location will display a warning if a Ship-To site is used other than
required.
Receipt Routing |Field defaults from initial setup of the application. This field [Yes
should be set to Direct Delivery. This field effects the
processing of receiving transactions.
Match Approval |Field defaults from initial setup of the application. Field can [Yes
Level be overridden if default is different for the supplier. Options
are 2-Way (PO and Invoice), 3-Way (PO, Invoice, and
Receiver), or 4-Way (PO, Invoice, Receiver, and Inspection).
Qty Received  |Field defaults from initial setup of the application. This field |Yes
Tolerance should be set to 0%. This field effects the processing of
receiving transactions.
Qty Received  |Field defaults from initial setup of the application. System Yes
Exception will display a warning if the Quantity received exceeds the
quantity ordered.
Days Early Field defaults from initial setup of the application. This field |Yes
Receipt Allowed |should be set to 0 days. This field effects the processing of
receiving transactions.
Allow Substitute |Field defaults from initial setup of the application. Select this |No
Receipts field if authorized to accept substitute items from the Supplier.
Days Late Field defaults from initial setup of the application to 0 days. |Yes
Receipt Allowed|This field effects the processing of receiving transactions.
Allow Field defaults from initial setup of the application. Select this |No
Unordered field if authorized to accept unordered items from the
Receipts Supplier.
Receipt Date Field defaults from initial setup of the application. System Yes
Exception will display a warning if the receipt days allowed is exceeded.
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Entering Detailed Supplier Information: Tax Reporting Tab

Suppliers

Oracle Public Sector Payables
N — Suppliers — Entry

Suppliers

1. Find the Supplier.

2. Select the Tax Reporting Tab.

SUPPLIERS

Field Name Comments Required?

Supplier Name Name of Supplier — Use a naming convention to Yes
prevent future duplications.

Supplier Number |Use the Tax Identification Number (TIN). The Yes

Supplier Number and the Taxpayer ID must always
be the same number in Delphi.

Taxpayer ID The TIN applies to both business and individual tax ~ |Yes
numbers. An Employee Identification Number (EIN)
is used by sole-proprietorships, partnerships and
corporations that are responsible for federal taxes. The
term TIN also applies to an individual"” Social Security
Number (SSN).

Tax Registration [This is used for a value-added tax (VAT) supplier. Not|No
Number used in DELPHI.

Inactive On Enter date to prevent purchase order or invoice entry  |No
after a certain date for this Supplier.

[] Descriptive Flexfield to capture the 2-byte Department |No
Code for Suppliers that are within the Federal
Government.

Tax Reporting TAB

Reportable Area

Federal Enable checkbox if supplier payments are federally No

reportable for 1099 purposes.

Income Tax Type |Income tax type for a United States 1099 reportable  |No
supplier. See table below.

State Enable checkbox if supplier payments are reportable  |No
on a state level for 1099 purposes.

Reporting Site Payables displays the income tax reporting site for the |Display Only
Supplier if a supplier site has been defined for the
supplier.

Reporting Name  |Tax reporting name for a supplier subject to income  |No
tax reporting requirements if different than supplier
name.
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Verification Date |Date received tax verification from the Supplier. No
Payables prevents the generation of any further letters
to a supplier after the verification date.

Name Control The first four characters of the last name of your 1099 [No
supplier.

Organization Type |Type of organization for this supplier. Example: No
Corporation.

Income Tax Type Description

MISC1 Rent

MISC10 Crop Insurance Proceeds not capitalized under sections 278,:

MISC13 Excess golden parachute payments

MISC14 Gross proceeds paid to an attorney

MISC2 Royalties

MISC3 Other Income

MISCS Fishing boat proceeds

MISC6 Medical and health care payments

MISC7 Non-employee compensation

MISC8 Payments in lieu of dividend or interest

MISC9 Consumer Products for Resale
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Entering Detailed Supplier Information EDI Tab

Suppliers

Oracle Public Sector Payables
N — Suppliers — Entry

Suppliers

%Suppliers {(FEDERAL RAILROAD ADMIN) XAl X

gistration Murnber —

General | C

Parent Supplier Mame |

Custormer Number |

1. Find the Supplier.

2. Select the EDI Tab.
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%Suppliers (FEDERAL RAILROAD ADMIN)
= SN ETG S BARNES & NOBLES supplier Mumber gREIE TR
ratian Mumber !]

— EDI Gateway

Payment hMethod |ACH
Payment Format |CCP

Remittance Method EDItn nayee's hank

Remittance Instruction |

Transaction Handling |C

SUPPLIERS

Field Name Comments Required?

Supplier Name Name of Supplier — Use a naming convention to [Yes
prevent future duplications.

Supplier Number Use the Tax Identification Number (TIN). The [Yes

Supplier Number and the Taxpayer ID must
always be the same number in Delphi.

Taxpayer ID The TIN applies to both business and individual [Yes
tax numbers. An Employee Identification
Number (EIN) is used by sole-proprietorships,
partnerships and corporations that are
responsible for federal taxes. The term TIN also
applies to an individual’s Social Security

Number (SSN).

Tax Registration Number | This is used for a value-added tax (VAT) No
supplier. Not used in Delphi

Inactive On Enter date to prevent purchase order or invoice |No
entry after a certain date for this Supplier.

[1] Descriptive Flexfield to capture the 2-byte No

Department Code for Suppliers that are within
the Federal Government.

EDI TAB

Payment Method Indicates how an electronic payment is to be No
made. Select ACH.

Payment Format Indicates type of information being transmitted |No
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with the Payment Method is ACH. For an
employee the payment format must be PPP, it
cannot be CCP. Ifthe wrong payment format
is entered, the supplier information cannot be
saved before it is corrected.

Remittance Method Indicates which party is responsible for sending |No
the remittance advice to the payee. Select EDI
to Payee’s Bank.

Remittance Instruction  |Use field to enter text of specific wire or other  |No
electronic payment instructions for an
intermediary or recipient financial institution.
Transaction Handling Standard EDI transaction codes that designate  |No
actions to be taken by all parties. Select C.

3. Select (I) Save.
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Defining Banks

Banks

Oracle Public Sector Payables
N — Setup — Payment — Banks
Banks

Only internal banks need to be entered. Supplier banks are loaded using the Financial
Organization Directory (FOD) each month.

%Banks (FEDERAL RAILROAD ADMIN)
Bank Bank Branch

[ame |FRA TREASUR WERES FRA TREASURY
Wil TEN 69010006 TR 9010006 -

ABA,

Institution  [EET 4 EDI D Mumber
=i TREASURY EDI Location

EFT Number [l

Frovince

|
-
T

Eelated Hanks Bank Accounts

BANKS

Bank Area

Field Name Comments Required?

Name Name of the bank. Yes

Number Bank identification number. For internal banks, use ALC |Yes
number.

Bank Branch Area

Name Name of bank branch. Yes

Number Bank Branch identification number. For internal banks, use|Yes
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ALC number.
Type The Banking Organization to which this branch belongs. |Yes
Enter ABA.
Institution Type of banking institution. Yes
EDI ID Number |Electronic Data Interchange identification number. Yes
Description Description for the bank or additional information. Yes
EDI Location Electronic Data Interchange location. Yes
Inactive On Enter date to limit usage of the bank. No
EFT Number Electronic fund transfer number. No
Address Region
Country Country the where the bank is located. Yes
Address Address for the bank. Yes
City City where the bank is located. Yes
Province Province where the bank is located. Yes
State State where the bank is located. Yes
County County where the bank is located. Yes
Postal Code Postal code for the bank. Yes

1. Navigate to the Contact Alternative Region.

== Banks (FEDERAL RAILROAD ADMIN) | T XA

Bank Branch

WEES FRA TREASURY HEESY FRA TREASURY
RN 69010006 Mumb G0 10006
Institution  fakTilA b EDI ID Mumber
Iz ation TREI\SUR‘I" EDI Location
Inactive On _ EFT Mumber [ !]]

Lo o v
Title Prefix ([N
Phone

Related Banks Bank Accounts '

BANKS

Bank Area

Field Name Comments Required?
Name Name of the bank. Yes
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Number Bank identification number. For internal banks, use [Yes
the ALC number.

Bank Branch Area

Name Name of bank branch. Yes

Number Bank Branch identification number. For internal Yes
banks, use the ALC number.

Type The banking organization to which this branch Yes
belongs. Enter ABA.

Institution Type of banking institution. Yes

EDI ID Number Electronic Data Interchange identification number.  |Yes

Description Description for the bank or additional information.  |Yes

EDI Location Electronic Data Interchange location. Yes

Inactive On Enter date to limit usage of the bank. No

EFT Number Electronic fund transfer number. No

Contact Region

Last Last Name of Contact. No

First First Name of Contact. No

Middle Middle initial of contact. No

Title Title of the contact. No

Prefix Prefix, such as Mr., Mrs., of the contact. No

Phone Phone number for the contact. No

2. Navigate to the Clearing House Alternative Region.

%Banks (FEDERAL RAILROAD ADMIN) XAl X
Bank Bank Branch

WEEN FRA TREASURY WY FRA TREASURY
WIS 69010006 Mumber

Type

e Bank = EON D Mumber

[t TREASURY

Clearing House -

[BANKS |
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Bank Area

Field Name Comments Required?

Name Name of the bank. Yes

Number Bank identification number. For internal banks, use the |Yes
ALC number.

Bank Branch Area

Name Name of bank branch. Yes

Number Bank Branch identification number. For internal banks, [Yes
use the ALC number.

Type The banking organization to which this branch belongs. |Yes
Enter ABA.

Institution Type of banking institution. Yes

EDI ID Number |Electronic Data Interchange identification number. Yes

Description Description for the bank or additional information. Yes

EDI Location Electronic Data Interchange location. Yes

Inactive On Enter date to limit usage of the bank. No

EFT Number Electronic fund transfer number. No

Clearing House Region

Clearing House  |Select the bank related to the clearing house. No

Branch Select the bank branch related to the clearing house. No
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Supplier Site Tabs

Tab Relevant Purchasing Information

General Pay Site, Purchasing Site, Telephone, Fax Number, Telex
Number

Bank Accounts Bank Number, Account Name, Branch

Accounting Distribution, GL Accounts

Control Holds, Invoice Amount Limit

Payment Terms, Currency, Payment Method

Purchasing Ship-To, Bill-To, Payment on Receipt

Contacts Name, Telephone

EDI Payment Method, Payment Format, Remittance Method,
Transaction Handling

Invoice Tax DOT does not use this functionality

Tax Reporting Tax Registration Number, Income Tax Reporting Site
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Entering Basic Supplier Site Information

Find Suppliers

Oracle Public Sector Payables
N — Suppliers — Entry

M — View — Find

Find Suppliers

1. Enter criteria necessary to find supplier.

2. Select (B) Find.

EEEFind Suppliers

Supplier Mame Supplier Mumber

egistration Mumber

One Time

Employee Bumber

Reportahle

Reporting Mame Federal

Fayment Terms Income Tax

FIND SUPPLIERS

Field Name Comments Required?
Supplier Name Use Name of Supplier to limit the search for a supplier. No
Supplier Number  |Use the Supplier number to limit the search for a supplier. |No
Taxpayer ID Use the tax identification number (TIN) to limit the search |No

for a supplier.
Tax Registration Use the VAT registration number to limit the search fora |No

Number supplier.

Inactive Dates Enter dates to limit the search for a supplier. No
One Time Use the one time field to limit the search for a supplier. No
Supplier Type Use the Supplier type to limit the search for a supplier. No
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Employee Name Use the Employee Name to limit the search for a supplier. |No

Employee Number |Employee number to limit the search for a supplier. No

Parent Supplier Use the Parent Supplier Name to limit the search for a No
supplier.

Parent Number Parent Supplier Number to limit the search for a supplier. |No

Payment Priorities |Use the Payment Priority to limit the search for a supplier. |No

Reporting Name Use the reporting Name to limit the search for a supplier.  |No

Payment Terms Use the Payment terms for the supplier to limit the search  |No
for a supplier.

PayGroup Use the PayGroup to limit the search for a supplier. No

Reportable Area

Federal Use the Federal reporting status to limit the search for a No
supplier.

Income Tax Type |Use the Income Tax Type to limit the search for a supplier. |No

State Use the State reporting status to limit the search for a No
supplier.

%Suppliers(FEDERALRAILROADADMIN} L
= ERE R BARNES & NOBLES | Supplier Mumber §EIEHERW |
IR 15648 7958 |

General

Farent Supplier Mame | Mumber

Customer Mumber |

SUPPLIERS
Field Name Comments Required?
Supplier Name Use Name of Supplier to limit the search for a supplier. |No
Supplier Number  |Use the Supplier number to limit the search for a No
supplier.
Taxpayer ID Use the tax identification number (TIN) to limit the No
search for a supplier.
Tax Registration Use the VAT registration number to limit the search for a |[No
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Number supplier.

Inactive On Enter a date to inactivate the supplier. From this date on, |No
this supplier is not included in the LOV.

3. Select (B) Sites.

o 73158 j

General

7 Site tses Custormer Numberl
[ Pay I+ Purchasing
Shipping Metwork Lucatiun|

Supplier Matification hethod

[T RFC Only [ Procurement Card

— Communication

Area Code Mumber
“oice [405 7899587

Fax

4. Enter Supplier Site information; enter criteria as needed.

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to Yes
prevent future duplications.
Country Country where the Supplier Site is located. Yes
Address Street address for the Supplier Site. Yes
City City where the Supplier Site is located. Yes
State State where the Supplier Site is located. Yes
Postal Code Postal Code for the Supplier Site. Yes
Province Province where the Supplier Site is located. No
County County where the Supplier Site is located. No
Language Language for the Supplier Site. No
Inactive On Used to limit the use of this Supplier Site. No
City Code Enter the City Code for the supplier site. No
County Code Enter the County Code for the supplier site. No
General TAB
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Site Uses Area

Pay A supplier site to which payment for invoices will be sent. |No
Invoices cannot be entered for a supplier site that is not
defined as a pay site.
Purchasing A supplier site from which goods or services are ordered. |No
Must enter at least one purchasing site before Purchasing
will allow a purchase order to be entered.
RFQ Only A supplier site that receives quotations only. Enabling this |No
site type will not allow entering purchase orders for a
supplier site.
Procurement Supplier site that accepts the credit card brands of your No
Card procurement cards.
Communication Area
Voice Area Area code of the telephone number for the supplier site. No
Code
Voice Number |Last seven digits of the telephone number for the supplier |No
site.
Telex Telex for the supplier site. No
Fax Area Code |Area code for the fax number for the supplier site. No
Fax Number Last seven digits of the fax number for the supplier site. No
E-mail Enter the E-mail address for the supplier site. No
Customer The number your supplier uses to identify your company or |No
Number organization.
Shipping Physical location of the supplier site. The location you No
Network enter here appears on the LOV for the Ship-To-Location in
Location Oracle Purchasing.
Supplier Select E-mail, Fax, or Printed Document as the preferred  |No
Notification method of communication with the supplier.
Method
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%Supplier Sites (FEDERAL RAILROAD ADMIN) - BEARNES 8 NOBLES, 156487958

United States
1500 MEMORIAL DR

State  [ul Postal Cade @87‘
County J
Cin

Primary Effective Dates

Mumber Curr

Fram

To

| =

| ]

Bank

| ]

Branch

Mame

Mumber

Mame

Murmher

5. Select the Bank Accounts Tab and enter criteria as needed.

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to Display Only
prevent future duplications.
Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Bank Account TAB
Name Name of the bank account this Supplier Site uses. Yes
Number Bank Account Number for the bank account that this Yes
Supplier Site uses.
Curr Currency defined for the bank account. No
Primary Enable this checkbox to use this bank account as a No
default when paying the supplier electronically.
Effective Dates Enter a date to limit the usage of this bank account. No
From
Effective Dates To |Enter a date to limit the usage of this bank account. No
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Bank Area

Name Bank Name Display Only

Number Bank Number - NOTE: Routing number should be no  |Display Only
more than or less than 9 bytes.

Branch Area

Name Bank Branch Name. Display Only

Number Bank Branch Number. Display Only

1500 MEMORIAL DR

— GL Accounts

Distribution Set i|

DD00000000.0000.0000000000.0000000000.00000.21106200.0000
NOT APPLICABLE.HOT APPLICABLE.HOT APPLICABLE.NOT APPLICABL
DDD0000000.0000.0000000000.0000000000.00000.14506000.0000
NOT APPLICABLE.NOT APPLICABLE.HOT APPLICABLE.NOT APPLICABL

Liability

Frepayment

Future Dated Payment

6. Inthe Accounting Tab, enter criteria as needed.

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to Display Only
prevent future duplications.
Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Accounting TAB
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Distribution Set IDefault distribution set for invoices for the supplier site. |No

GL Accounts Area

Liability The liability account and description for a supplier site’s|No
invoices. This account will default for the supplier site’s
invoices. You can override this default when entering an
invoice. The SGL Account should correspond to the
supplier type i.e.,

-DOT FEDERAL Agency should use default SGL
Account 21103200

-NON DOT Federal Agency should use 21100200

-Supplier and Employee should use 21106200.
Prepayment The prepayment account and description for a supplier |No
site’s invoices. The SGL Account should correspond to
Vendor Type i.e.,

-Employee = 14106000

-DOT Federal Agency = 14503000

-NON DOT Federal Agency = 14500000

-Suppliers = 14506000

(RN 1500 MEMORIAL DR

State Postal Code  EkET]
County
nactive On - [

Irvoice Tax

Invoice Tax Code ||
[ Use Offset Taxes

Automatic Calculation

Calculation Level INune v|

[ Allowe Calculation Level Override

Founding Rule INearest v|

[ Distribution Amaounts Include Tax

7. In the Invoice Tax Tab, enter criteria as needed.

SUPPLIER SITES

Field Name |Comments Required?
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Site Name Name of Supplier Site — Use a naming convention to  |Display Only
prevent future duplications.
Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Invoice Tax TAB
Invoice Tax Code |Tax name that represents the tax charges generally No
received on invoices from a supplier.
Use Offset Tax You can use to offset taxes to record taxes on invoices |No
while offsetting the tax liability.
Automatic Calculation Area
Calculation Level [Select level at which Payables will automatically No
calculate tax for the supplier or supplier site
Allow Calculation |Enable this option to allow adjustment to the No
Level Override calculation level for taxes.
Rounding Rule Select the method to be used when rounding the No
automatic tax calculation
Distribution Enable this option when using automatic tax No

Amounts Include

Tax

calculation at the Line level, and Payables is to
subtract the calculated tax from the distributions when
Payables automatically creates tax distributions.
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g&mplier Sites (FEDERAL RAILROAD ADMIN) - BARNES & NOBLES, 156487958

Country

A

FRA OKC

United States

1500 MEMORIAL DR

Tax Registration Mumber

[T Income Tax Reporting Site

8. In the Tax Reporting Tab, enter criteria as needed.

Tax Reporting

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to Display Only
prevent future duplications.
Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Tax Reporting TAB
Tax Registration |Tax registration number, for example, a supplier’s value |No
Num added tax registration number for 1099 reporting.
Income Tax Enable checkbox to select a site as the reporting site for |No
Reporting Site a supplier. Payables requires one tax reporting site for
each 1099 supplier for income tax reporting purposes.
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'%Supplier Sites (FEDERAL RAILROAD ADMIN) - BARNES & NOBLES, 156487958 |
gl FRA OKC
United States
1300 MEMORIAL DR

FPostal Code ?ﬂ?ﬂ ‘
[l

Invoice Amount Limit

Inwoice hatch Option | Purchase Order
[ Hold All Payments

[ Hold Unmatched rhvoices

[ Hald Linapproved Invoices

FPayrent Hold Reason

9. In the Control Tab, enter criteria as needed.

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to|Display Only

prevent future duplications. Add the 3 byte OA
identifier to name. Example: FRA OKC

Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Control TAB

Invoice Amount Limit |Enter a dollar amount to limit the amount of an No

invoice for the supplier. Payables will place an
amount hold during the approval process.
Invoice Match Option |For purchase order shipments, indicate whether you |Yes
want to match invoices to purchase orders or
receipts. This will default in the purchase order
shipments field but can be overwritten.

Hold All Payments Enabling this checkbox will place a hold on all No
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payments for this supplier.
Hold Unmatched Enabling this checkbox will place a hold on invoices|No
Invoices that are unmatched where matching is required.
Hold Unapproved Enabling this checkbox will place a hold on all No
Invoices unapproved invoices for this supplier.
Payment Hold Reason |Reason for applying the hold. No

el 73158 |
[

Fayment n

Terms |PROMPT NET 30 Invoice Currency |LISD
Fay Group Payment Currency |USD

Fayment Friority (99

Terms Date Basis |Invoice Received [ Abways Take Discount

Pay Date Basis | Discount I Exclude Freight From Discount

FPayrnent Method | Electronic ¥ Pay Alone
[ Attention AR ()

10. In the Payment Tab, enter criteria as needed.

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to Display Only
prevent future duplications.
Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Payment TAB
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Terms Payment terms used to schedule payments for the Yes
supplier site invoices. It is recommended that Prompt

Net 30 be used.

Invoice Currency The supplier invoice currency is used as default when |Yes
entering invoices for the supplier.

Pay Group Pay Group assigned to the Supplier. Yes

Payment Currency  |The supplier payment currency is used as default in the |Yes
Payment Currency field when entering invoices for the

supplier.

Payment Priority A number between 1 (high) and 99 (low) which Yes
represents the priority of the payment.

Terms Date Basis Date from which Payables calculates a scheduled Yes

payment for a supplier. This option must be set to
Invoice Received to comply with the Prompt Pay Act.

Always Take DO NOT USE No

Discount

Pay Date Basis The Pay Date Basis for a supplier determines the pay  |Yes
date for a supplier’s invoices.

Exclude Freight From|Enable this option to have Payables automatically Yes

Discount subtract freight amounts when calculating discounts for
invoices. This should be used for ALL suppliers.

Payment Method The most frequent method used to pay invoices for the |Yes

supplier site. This Payment Method will default when
entering invoices for the supplier site.

Pay Alone Enable this option to have Payables process payments |Yes
individually. This option must be enabled for ECS
payments to process correctly. This should be checked
for ALL suppliers

Attention AR Select this checkbox to have Payables print a line under |No
the Suppliers name on printed checks that reads
“Attention AR”.
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E Supplier Sites (FEDERAL RAILROAD ADMIN) - BARNES & NOBLES, 156487958
B [ FRA OKC

United States

1500 MEMORIAL DR

Lounty

Inar

EDI Location ||

— EDI Gateway

EDI D Nurnber |

Fayment Method lﬂCH

Payment Farmat ICCP

Remittance Method IEDI to payee's bank

Remittance Instruction l

—

Transaction Handling

11. In the EDI Tab, enter criteria as needed.

SUPPLIER SITES
Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention |Display Only
to prevent future duplications.
Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
Province Province where the Supplier Site is located. Display Only
County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
EDI TAB
EDI Location The Electronic Data Interchange location code for |No
the bank.
EDI Gateway Area
EDI ID Number This field is only used by Oracle Energy No
Application. This field will be not applicable for
the Department of Transportation.
Payment Method Indicates how an electronic payment is to be made. |No

Select ACH.
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Payment Format Indicates type of information being transmitted No
with the Payment Method is ACH. For employee
suppliers, select PPP. For corporations and
businesses, select CCP.

Remittance Method Indicates which party is responsible for sending the |No
remittance advice to the payee. Select EDI to
payee’s bank from LOV.

Remittance Instruction |Use field to enter text of specific wire or other No
electronic payment instructions for an intermediary
or recipient financial institution.

Transaction Handling [Standard EDI transaction codes that designate No
actions to be taken by all parties. Select C from the
LOV.

'%Supplier Sites (FEDERAL RAILROAD ADMIN) - BARNES & HOBLES, 156387088 - -« - -l iririrrlrrirrrir e e ele e e e e
=NCERPE S FRA OKC

S Lnited States

1300 MEMORIAL DR

City State Code  [ERETE

Province County

Language S [ 1]
i | hioldi | Purchasing n

Payment On Receipt

=] e N e R F RA HATL ACCTG OFF [ Pay On
Bill-To Location |FRA NATL ACCTG OFF Alternate Pay Site
Ship ia Invoice Summary Level

FOE |DESTINATION
Freight Terms |DUE
Country af Origin [ Create Debit Memo from RTS Transaction (G)

12. In the Purchasing Tab enter criteria as needed

SUPPLIER SITES

Field Name Comments Required?
Site Name Name of Supplier Site — Use a naming convention to|Display Only

prevent future duplications.

Country Country where the Supplier Site is located. Display Only
Address Street address for the Supplier Site. Display Only
City City where the Supplier Site is located. Display Only
State State where the Supplier Site is located. Display Only
Postal Code Postal Code for the Supplier Site. Display Only
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Province Province where the Supplier Site is located. Display Only

County County where the Supplier Site is located. Display Only
Language Language for the Supplier Site. Display Only
Inactive On Used to limit the use of this Supplier Site. Display Only
Purchasing TAB

Ship-To Location Enter default ship to location. This location will No

default for the supplier when entering purchasing
documents or invoices.

Bill-To Location Enter default bill to location. This location will No
default for the supplier when entering purchasing
documents or invoices.

Ship Via Enter default shipping company. This information |No
will default for the supplier when entering
purchasing documents or invoices.

FOB Select freight on board terms to designate when title |No
is transferred.
Freight Terms Enter freight terms for the supplier. No

Country of Origin Country in which a product was manufactured. This|No
value defaults to purchase orders and releases.

Payment On Receipt Area

Pay On Select Receipt, if wanting to use the Pay on Receipt |No
Autolnvoice Program to automatically create
invoices based on receipts and purchase orders
entered for this supplier site.

Alternative Pay Site |Enter an alternative site name in this field if wanting |[No
Oracle Payables to create invoices for a different
active pay site when entering receipts for this
supplier site.

Invoice Summary If alternative pay site field is blank, enter the level at|No
Level which invoices are to be consolidated for the
supplier site for the Pay On Receipt Autolnvoice
Program. Values are: Pay Site — Will create one
invoice for this supplier site, Packing List — Will
create one invoice per packing slip for this supplier
site, or Receipt — Will create one invoice per receipt
for this supplier site.

Create Debit Memo |Enable this option if you want the system to No
from RTS automatically create a Debit memo in Payables
Transaction when you enter a Return to Supplier in Purchasing.
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E Supplier Sites (FEDERAL RAILROAD ADMIN) - BARNES & NOBLES, 156487958
e I FRA OKC
United States
1500 MEMORIAL DR

State (o] !

Postal Code [k |
[l

County [
iy 00000 |

Inactive On

Prefix

First Title Telephone Inactive On

|/anDERSON

PATRICK 617 [5551313

13. In the Contacts Tab, enter criteria as needed.

SUPPLIER SITES

Field Name Comments Required?

Site Name Name of Supplier Site — Use a naming convention to prevent |Display Only
future duplications.

Country Country where the Supplier Site is located. Display Only

Address Street address for the Supplier Site. Display Only

City City where the Supplier Site is located. Display Only

State State where the Supplier Site is located. Display Only

Postal Code Postal Code for the Supplier Site. Display Only

Province Province where the Supplier Site is located. Display Only

County County where the Supplier Site is located. Display Only

Language Language for the Supplier Site. Display Only

Inactive On Used to limit the use of this Supplier Site. Display Only

Contacts TAB

Last Name Last Name of Contact. No

First Name First Name of Contact. No

M Middle Initial of Contact. No

Prefix Prefix for the Contact. Examples — Mr., Mrs., Dr. No

Title Title of Contact. No

Telephone Telephone number including area code No

Mail Stop Mail Stop included in address when mailing information to the |No
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contact.

Inactive On Enter date to limit the usage of the contact information. No
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Selecting Supplier Reports

Oracle Payables Supplier Reports

Report Name Description

Suppliers Report Review supplier, supplier site, and supplier
site contracts information

Suppliers Audit Report Review supplier names whose name are
similar up to a specified number of
characters

New Supplier/New Supplier Site | Review new supplier sites

Listing

Supplier Payment for a History Review the payment history, including void
Report payments, supplier or a group of suppliers
Supplier Payment Invoice Review the Payment history, including
History Report discount and partial payment information,

for a supplier or group of suppliers

Summary: Creating Supplier Information

Supplier information is a vital part of Oracle Payables and Oracle Purchasing and is used in all
procurement steps, beginning with the requisition request through to the payment for goods or
services received.
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Lab 1: Creating Supplier Site Information - Vendor Check

Scenario
Your supervisor has asked you to enter two new suppliers into the database.

Create a new supplier name, for the Vendor type Supplier Acme, Inc., with the following
information:

e Payment terms of Prompt Net 30
e The site called San Diego

e Payment Method = Check
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Lab 1 Solutions: Creating Supplier Site Information - Vendor
Check

Supplier Site One - Vendor Check
1. Using the Payables responsibility, open the Suppliers window:
N — Suppliers — Entry

2. Select (B) Find. The Find Suppliers window will appear. Enter the Supplier Name.

e i Epoliers

Supplier Marne Supplier Number ¥|

Tax Registration Number

Ive Dates - Qe Tirre

=upplier Type

Employes Mumber

Farent Supplier Farent Mumber

Fayrent Friorties Reportable

Feaderal

Payment Terms Ineome Tax

Pay Group

3. Select (B) Find.
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Lab 1 Solutions: Creating Supplier Site Information - Vendor
Check

e Auplien TERERAL RAIROAD ARMI
=G DOT-TRANSP ADMIN SERVICE CENTE T 5 22211023

i ey 22711023 | ax Registration MNumber
[nactiva G ;J ool

Paret Supglier Narme |

Customer Number |

4. In the Supplier screen, select (B) Sites.

5. This will bring you to a site that already exists for this supplier. To create a new site,
select (M) File: New.
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Lab 1 Solutions: Creating Supplier Site Information - Vendor
Check

United States
G925 Harbor Drive

otate Fostal Code- Rralikl

Caunty
g |
K3

v Pay
Shipping Network Location |

1 EFQEhﬂy I~ Progurement Card

Supplier Notification Method

~ Communication
Bies Cads Number

Yaice Telex

Fax
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Lab 1 Solutions: Creating Supplier Site Information - Vendor
Check

6. Enter San Diego in the Site Name field and then enter the address.

7. Select the Accounting Tab.

=925 Harhor Drive

Caunty

[nactpe Cin

Distribution Set

Liability (0000000000.0000.0000000000.0000000000.00000.21106200.0000
NOT APPLICABLE.NOT APFLICABLE.NOT APPLICABLE.NOT APPLICABL
Prepayment (0000000000.0000.0000000000.0000000000.00000.14506000.0000
NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABL

Future Dated Payment

8. Verify that the Liability field contains 21106200 for the vendor type.

9. Select the Control Tab.
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Lab 1 Solutions: Creating Supplier Site Information - Vendor
Check

.%:zn upplier Sites (FEDERAL RAILROAD ADMIN)
SENEETEE SAN DIEGO

Larguags

Irwaice Amatint Lirnit
Itvoice Match Option | Receipt ']
[ Hold All Payments
I Hold Unmatched Irvaices
™ Hald Unapproved [roices

Payment Hold Reasan |

Note: The Supplier Site will only be used for 3-Way Matching between a purchase order, a
receipt and an invoice.

10. Verify that the Invoice Match Option field contains Receipt.

11. Select the Payment Tab.
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Lab 1 Solutions: Creating Supplier Site Information - Vendor
Check

SNCEETER SAN DIEGO

Sl United States
925 Harbor Orive

Terms PROMPT NET 30 Imvmice Currency ]usn
Pay Group [VENDOR Rayment Currency [USD

Payrrient Priority 99

Terms Date Basis |Invoice Received r ]_AJWQY@TEFW Discount
Pay Date Basis | Discount -| [ Exclude Freight From Discount
Pagmertt Method | Check *| W Pay Alane
I Attertion AR

12. Verify that the Terms are set to Prompt Net 30 and that the Payment Method is Check.

13. Select (I) save.
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Lab 2: Creating Supplier Site Information - DOT Federal Clearing

Scenario
Your Supervisor has asked you to enter two new supplier sites into the database.

Create a new supplier site name for the DOT Federal Supplier DOT - Transp Admin Service
Center with the following:

e Payment terms of Prompt Net 30
e The site called McLean

e Payment Method = Clearing

Copyright Oracle Corporation. All Rights Reserved. Property of U.S. Department of Transportation.

Creating Supplier Sites and Querying Suppliers
Chapter 3 - Page 62



Lab 2 Solutions: Creating Supplier Site Information - DOT
Federal Clearing

Supplier Site One - DOT Federal Clearing
1. Inthe Payables responsibility, open the Suppliers window:

N — Suppliers — Entry

2. Select (I) Find.

E Find Spplipes i e e L L L L L L L L L L L L L L L L L

S P E = D O T TRANSP ADM®%: E supplier Mumber

tration Mumbet

Cne Timea

Etmployes Mumber

Farent Supplier Farent Mumber
Paymeant Prioritias = Reportable

Reparting Marme

Fayment Terms

Fay Group

3. In the Supplier Name field, type a unique value followed by %.

4. Select (B) Find.
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Lab 2 Solutions: Creating Supplier Site Information - DOT
Federal Clearing

e Auplien TERERAL RAIROAD ARMI

= ESEN DOT-TRANSP ADMIN SERVICE CENTE Supplier Murber  errriklivES

i 2D §22211['23 | ai stration Mumbear
[nactiva G ;J ool

Parent Supplier Name |

Customer Number |

5. In the Supplier window, select (B) Sites.
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Lab 2 Solutions: Creating Supplier Site Information - DOT
Federal Clearing

6.

pulist Sltes (FECERALRAILRRADABNIN - DET-TRANSR ADMN SERVEE CENTER, 5222010258
Site Mame MCCI&H
a0 United States
?55 N Madison

Distribution Set |

~ GL Accounts

Liskility {0000000000.0000.0000000000.0000000000.00000.21103200.0000
NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABL
Pregayment [0000000000,0000.0000000000.0000000000.00000.14506000.0000
NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABL

Future Dated Payment

The Supplier Sites window containing a site that has already been entered will appear.
Select (M) File: New to create a new site.

Copyright Oracle Corporation. All Rights Reserved. Property of U.S. Department of Transportation.

Creating Supplier Sites and Querying Suppliers

Chapter 3 - Page 65



Lab 2 Solutions: Creating Supplier Site Information - DOT
Federal Clearing

7. Enter McClean in the Site Name field. Also enter the address.
8. Select the Accounting Tab.
9. Verify the Liability line contains 21103200.

10. Select the Control Tab.

P Aupplian Sites (FEDERAL RAILREAD ADIIN - DET- TRANEFR ALMIN SERVICE CENTER, 62221 1023

Site Mame

Country

A

City State [ | Postal Code EIRIE
Fravirica Catnty |
nactive 2n

Languags

Inwoice Amount Limit
|renice Match Option’ | Purchase Order '-'|
[ Hold Al Payments
™ Hald Unpatehed {rvoices
™ Hald Unapproved Invoices

Payrnent Hold Reason |

11. Verify that Purchase Order defaulted in the Invoice Match Option field.

Note: Purchase Order defaults because the supplier site will only be used for 2-Way
Matching between purchase orders and invoices.

12. Select the Payment Tab.
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Lab 2 Solutions: Creating Supplier Site Information - DOT
Federal Clearing

ﬁa tpplier Sites (FEDERAL RAILFOAD ATMING - DOT-TRANSPATIMIN SERVIGE CENTER, 524211073
G MCCLEAN
S United States.

SHE R R AR N Madison

State Fostal' Code R{RIE] _

County
Ina ! g |
o]
Tertms  STANDARD IMMEDIATE Invaice Currency |[USD
Pay Graup |GOVERNMENT NO CHECK Payment Currericy |usn

Payment Priotity (99

Terms Date Basis |Inveice Received '] [ Abways Take Discount
Pay Date Basis. | Discount '] ¥ Exclude Freight Fram Discount.
Payrent Method | Clearing '] W Pay Alone.
[ Attention AR

13. Verify that the Pay Group field contains Government No Check and that the Payment
Method field contains Clearing.

Note: This payment method is only used when the cash payment recorded by Treasury is
made through a system external to DELPHI. In the case of most payments between
government agencies the external system is owned by Treasury and is called GOALS,
Government On Line Accounting Link System. Payments are made by the receiving
agency actually tapping the appropriation or Treasury symbol of the disbursing system.
Although the cash transaction is made outside of DELPHI, a payables transaction is still
necessary in order to keep records such as the SF224 in sync with Treasury.

14. Select (I) Save.
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Lab 3: Setting Up an Employee as a Supplier and Supplier Site

You must set up the supplier and supplier site in Payables for your employee and link that to
the employee set up that you just completed in Purchasing. The only additional field that is
required when entering an employee as a supplier is the Employee Name field.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

1. Open the find Suppliers screen in Payables:
N — Suppliers — Entry
2. Enter your Supplier Name.

3. Enter the supplier Number and Taxpayer ID. These are both required, and they should
both be the Supplier's Social Security number (SSN). If this were a business rather than an
individual, the Taxpayer ID and Supplier Number would equal the Employer's
Identification Number (EIN).

E Suppliers (FEDERAL RAILROAD AD ll.l1-| M)

g [TOVIAS, BLANCA E

123962523

General |

Parent :Supfa'l'iarﬁame.- |

Customer Number |

4. @Go to the Classification Tab.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

| 5== Suppliers (FEDERAL RAILEOAL ADMIMN)

= R EEEE TOVIAS, BLANCA E | =T T =T 123962523 |

123962523 | Tax Registration Number || | AN AR
- i B

Type |(EATIIER
Employse Name TOVIAS, FRA BLANCA Nurobar 1067

[ One Time:

s |

Minority Owrned: |
[ Small Business
[ Waoman Dwried

5. Enter the Type as Employee.

6. Choose the Employee Name from the List of Values. This is the field that links the
Employee (as set up in Purchasing) with the Payables Supplier header and site.

7. Select (B) Sites.

8. Select the Accounting Tab. The SGL Liability Account should correspond to the supplier
type i.e.:

e DOT FEDERAL Agency should use default SGL Account 21103200
e NON DOT Federal Agency should use 21100200

e  Supplier and Employee should use 21106200
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

=06300 S MacArthur

Siate FPostal Code [ERFES
County

inactive O |

Distribution Set |
~ GL Accounts

Liability {0000000000.0000.0000000000,0000000000.00000.21106200.0000
NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABL
Prapagrment [0000000000.0000.0000000000.0000000000.00000.14506000.0000

NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABLE.NOT APPLICABL

Future Dated Payment

9. Since this is an Employee type Supplier, the Liability account is 21106200.
10. The SGL prepayment account should correspond to the supplier type i.e.:

e DOT Federal Agency should use default SGL Account 14100300 I, E - Advances to
Others

e Non DOT Federal Agency should use 14100000 O, E - Advances to Others
e  Employee or Supplier should use 14106000 N, E Advances to Others
Since this is an Employee type supplier, the prepayment GL account is 14106000.

11. Next, select the Payment Tab. The Payment Terms should default to Prompt Net 30.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

United States
=206900 S MacArthur

State | Postal Code  [RLPE
County

Ihactive Ch

|PROMPT NET 30 Invaice Curency [USD

Pay Group
Payment Pritity
Remittance E-mail
Terms Date Basis
Pay Date Basis

EMPLOYEE

99

Invoice Received

Payment Currency |US[.‘|

Discount

2 Freiht From Discount

Payrent Method | Electronic

12. Select Employee as the Pay Group.

13. The Payment Method for this employee is Electronic. Pay Alone and Exclude Freight
from Discount should always be checked.

14. Now go to the Bank Accounts Tab.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

A Lnited States
6500 S MacArthur

State Postal Code  [SRFA] ]
County

¢ — Effective Dates:
Frarn Ta

14. Place your cursor to the far left of the Name field. Double click on the blue square. This
will automatically bring up the Banks screen in Setup.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

. B.. 3049871 'MEBR. STATE EMPLOYE 3049876, 3
OVERLAMD PARK CREDI 301079, 301079332 OWERLAMD PARK CREDI301073... 301079332
TOWN AND COUNTRY CR 30487, 304977677 ToWwrAND COUNTRY CR 30497, 304977677
L OF M. FEDERAL CR 304982688 204932688 I OF M. FEDERAL CR 304982688 304982688
P CONMECTION FED 3040832, 304083298 P COMMECTION FED 3040832, 304083299
#1 FEDERAL CREDIT UM 261171... 261171888 #1 FEDERAL CREDIT UM 261171... 261171888
(AFCLUY ACADEMIC FEDE 2219823, 2218823849 AFCLY ACADEMIC FEDE 2219823, 221882384
074908594F0 BANEK, [N 031223068 031223063 074903594R0 BAMK, [N 031223068 081223063
1021 FEDERAL CREDIT 3010792, 301079293 1021 FEDERAL CREDIT 3010792.. 301079233
T06TH FIMNAMCE BATTAL 0710263, 071036354 106TH FIMNAMCE BATTAL 0710363, 071036354
1199 SEIU CREDIT UMI 226077862 226077862 1199 SEIU CREDIT UM 226077862 226077362
164TH TEMMESSEE AMNG 084036... 084036016 164TH TENNESSEE AMG 084036... 084036018
167TH TFR FEDERAL CR 257079... 257079033 167TH TFR FEDERAL CR 257079... 257079033

_,;l.?ﬁT.H.FlNC.QM.EEMTR’AI 11036 12103188 ATATHFINCOM CENTRAL 12103A 171N3A 1849

15. Choose your Supplier's bank from the lists of values. NEVER ADD A BANK NAME
TO THE FOD TABLE. ALWAYS SELCT A BANK FROM THE LIST.

16. Select (B) OK.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

B Banks (FEDERAL RAILROAD ADMIN)
Bank Bank Branch

flama [BANK AND TRUST COMPA D8 HEGERIBANK AND TRUST COMPA 081

Alternate MName Alternate Mame
W= 081903537 | Murmber

Typa

ED 1D Murrber
EDI Locatiar
EFT Number

IL

S L ITCHFIELD

Fiovince

Related Banks

17. Select (B) Bank Accounts.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

Bank Accounts

Oiperating Lnit

Mare

Account Use

Mumber )

Fayables Docurments. Bank-Codes.

18. In the Name field, enter your Supplier Name.

19. Select Supplier as Account Use.
20. Enter the Bank Account Number of your Supplier's bank account.
21. Select (I) Save to save the record.

22. Close out the Bank Account and the Banks screen.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

DI - TC

State Postal Code  FERFH] |
Caunty

g
]

-Pn’m@jT: — Effective Dates

~ Mame Curr From To
![Bl_anca Tovias 123962523 UsD ¥ |12-MAR-2003
B -

B r
-~ Bank -~ Branch :
IName |BAMK AND TRUST COMPA 08190353 Name |BANK AND TRUST COMPA 08190353
Murnber (081903537 Mumber (081903537

23. To link the Name of the Bank Account to your Supplier Site, choose the name of your
Supplier in the Name field. Enter the Bank Account Name just as your entered it in the
Bank Accounts screen.

24. Check the Primary checkbox to indicate that this is the primary account for this Supplier.

25. Select the EDI Tab.
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Lab 3 Solutions: Setting Up an Employee as a Supplier and
Supplier Site

atiicE=ai 6500 S MacArthur

i |

~ EDI Gateway

d |ACH
. |PPP
EDI to payee's hank |_

26. Enter the following:
e Payment Method - ACH
e Payment Format - PPP
e Remittance Method - default
e Transaction Handling - C

27. Save your work (I) Save. Return to the Navigator.
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Summary

Y ou should now be able to:
e Create supplier information
e Define supplier site information
e Identify supplier contact information by site
e Review suppliers

e  Run supplier reports
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Creating Standard Purchase
Orders

Chapter 4
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Creating Standard Purchase Orders

Section Objectives
At the end of this section, you should be able to:
e Create a standard purchase order

e Enter specifications for:
— Terms and conditions
— Receiving controls
— Account distributions
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Overview of Standard Purchase Orders

Qvgrview of Standard Purchase Orders

-
g
Autocreate
" Other
. \ . sysEems
+ Import
y requisitions
/
(k\ Manually N o
\_ create =N~ -
requester v —7
Source =——————p-Order
entry

'

Create supplier purchase order

Standard Purchase Orders

You generally create standard purchase orders for onetime purchase of various items. You
create standard purchase orders when you know the details of the goods or services you require,
including estimated costs, quantities, delivery schedules, and accounting distributions, but a
long-term agreement is not appropriate. Each standard purchase order line can have multiple
shipments, and you can distribute the quantity of each shipment across multiple accounts.
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Creating a Standard Purchase Order

Purchase Orders

Oracle Public Sector Purchasing

N — Purchase Orders — Purchase Orders

Purchase Orders

A Standard Purchase Order: You generally create standard purchase orders for the one-time
purchase of goods or services. You create standard purchase orders when you know the details
of the goods or services you require: costs, quantities, delivery schedules, and accounting
distributions. The Standard Purchase Order is obligated. You do not use Releases nor do you
use Effective Dates and Amount Limits - because a Standard Purchase Order does not serve as
an “umbrella” document for a contract.

S Enter Transaction Events
el Esetiass Stand ard/Planned PO

el ST EN O bligation
Transaction Code  |B204 -Udo Wio Ad

WD not display this window

ENTER TRANSACTION EVENTS

Field Name Comments Required?
Form Activity Accept default of Standard/Planned PO. Display Only
Transaction Events Choose Obligation from LOV. Yes
Transaction Code Choose from LOV. Yes

1. Select (B) OK.
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Epurchase Orders (FEDERAL RAILROAD ADMIN) - [New] e s
o et
1120 VERMONT A Site i [
SEFRA NATL ACCT Bill-Ta Currency
S WILEY, FRA TAMI Status

Rev Category Description oM Cluand

PURCHASE ORDERS

Field Name Comments Required?

PO, Rev Enter a unique Purchase Order number. Yes

Type Choose the purchase order Type from LOV: Standard Yes
Purchase Order.

Created Default, the system date is displayed as the creation date.  |Yes

Supplier Select the name of the Supplier for this purchase order from |Yes
LOV.

Site Select the Supplier Site for this purchase order from LOV. |Yes

Contact You can optionally enter the name of the Contact at the No
supplier site.

Ship-To Accept default or change to another location using LOV. If |[Yes

you entered a supplier and supplier site, the Ship To default
reflects the locations you assigned to the supplier or
supplier site.

Bill-To Accept default or change using LOV. If you entered a Yes
supplier and supplier site, the Bill To default reflects the
locations you assigned to the supplier or supplier site.

Currency Displays currency USD. Yes
Buyer Accept default or change with LOV. Yes
Status Displays order status values: Display Only

e Incomplete - The order has not been approved.

e Approved - You have approved the order. You can
print it and receive items against it.

e Requires Reapproval - You approved the order and
then made changes that require you to reapprove it.

e Reserved - Funds are reserved for the purchase order.
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Total Displays the current Total order amount. Display Only

Description Optional -Enter a Description of the purchase order. These |No
comments are for internal use only and do not print on the
purchase order. You can enter up to 240 characters.

Transaction Accept default from Enter Transaction Events window. Yes
Code

2. Select (I) Save to save the purchase order header information.
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Line Information Tabbed Regions

Line Information

Use the tabbed regions to create purchase order lines. When you save your work, Oracle
Purchasing creates shipments and distributions if sufficient valid default information is
available.

Tabbed Region Relevant Purchase Information

Item Num, Type, Item, Revision, Category, Description, UOM,
Quantity, Price, Promised, Need-By, Supplier Item,
Charge Account, Amount, Reserved

Price Reference Num, List Price, Market Price, Price Type, Allow Price
Override, Price Limit, Negotiated

Reference Num, Contract, Quotation, Line Quotation Type, Supplier
Documents Quotation
More Num, Note to Supplier, UN Number, Hazard, Capital

Expense, Transaction Nature
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Using Purchase Order Summary to Find Purchase Orders

Find Purchase Orders

Oracle Public Sector Purchasing
N — Purchase Orders — Purchase Order Summary
Find Purchase Orders

Line

Shipment

lterm, Rew

Category

Description

Supplier ltern

Note: You can enter as many criteria as desired to search for purchase orders. The more
information you include, the more restrictive the search.

FIND PURCHASE ORDERS

Field Name Comments Required?

Number Purchase Order number No

Type Purchase Order type (e.g. standard, planned, blanket or No
contract)

Release Release Number (Select the View Releases check box to No

include all associated releases for blanket purchase
agreements and planned purchase orders)

Currency Defaults to US Dollars No
Supplier Vendor or employee No
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Site Supplier Site No
Ship-To-Org This defaults from Supplier, can be changed No
Show External |Select to view external locations. No
Locations

Checkbox

Ship-To This defaults from Supplier, can be changed No
Bill-To This defaults from Supplier, can be changed No
Line LOV only if there is more than one line No
Line Type Select Line Type to include only specific lines of PO. No
Shipment Disabled unless there are shipments No
Buyer Optional No
Headers Checkbox — this is the default No
Lines Checkbox — to view Purchase Order Lines, rather than the No

Header

Shipments Checkbox — to view Shipments within Purchase Order Lines |No
Distributions Checkbox — to view Distributions within Shipments No
Item Tab

Item, Rev Not used in DELPHI — inventory No
Category Optional, criteria that can be used to narrow the search No
Description Not used in DELPHI — inventory No
Supplier Item Not used in DELPHI — inventory No

% Find Purchase Orders (FEDERAL RAI ADMIMY

Ship-To Crg
Bill-To Ship-To

Line

Shipment

1 | Date Ranges

Order

Approved

Promised
Meed-By
Closed

FIND PURCHASE ORDERS
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Date Ranges Tab

Field Name Comments Required?
Order Optional, date field No
Approved Optional, date field No
Promised Optional, date field No
Need-By Optional, date field No

Closed Optional, date field No

B Find Purchase Orders (FEDERAL RA|

Bill-To

Line

shipment

Order Approval
Cantrol
Haold

Frozen

Firmed tributions

FIND PURCHASE ORDERS
Status Tab
Field Name Comments Required?
Order Approval Is Purchase Order approved? Incomplete? No
Control Control status (Open, Closed, Finally Closed, No
Closed for Invoicing, Closed for Receiving, or
Cancelled)
Hold Hold Status: yes or no No
Frozen Frozen Status: yes or no No
Firmed Firmed Status: yes or no No
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KT Find Purt

g
Bill-To Ship-To

Line Line Type
Shipment Buyer

|
Results
Contract | Supplier Quote '

CQuate CQuate Line |

Receipt Irvoice

Reguisition - Faper Requisition .

e

FIND PURCHASE ORDERS

Related Documents Tab

Field Name Comments Required?

Contract Optional No

Quote Requests for Quotes (RFQ) are not used at this  |No
time in DELPHI

Receipt Optional No

Requisition Optional No

Supplier Quote Requests for Quotes (RFQ) are not used at this  |No
time in DELPHI

Quote Line Requests for Quotes (RFQ) are not used at this  |No
time in DELPHI

Invoice Optional No

Paper Requisition Optional No
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Irders (FEDERAL RA

Murnhe

Supplier

Ship-To Ory
Bill-Ta

Line

Shipment

Deliver To

Destination Type

Reguestor

Organization

Location

Subirventory

FIND PURCHASE ORDERS

Deliver To Tab

Field Name Comments Required?
Destination Type Will always be “Expense” No
Requestor Buyer No
Organization Defaults from Purchasing Setup No
Location Select from (I)LOV specific to OA No
Subinventory Not used in DELPHI — inventory No
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R

Suppliar

Ship-Ta Org

Bill-Ta

Line

Shipment

Accounting

Period
GL Date
Charge Account

Budget Account

istributions

Active Encumbrances

s

FIND PURCHASE ORDERS

Accounting Tab

Field Name Comments Required?
Period From and To (Date Range) No

GL Date From and To (Date Range) No

Charge Account Accounting Flexfield No

Budget Account Optional No

Active Encumbrances Not used in DELPHI No

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Creating Standard Purchase Orders
Chapter 4 - Page 13



E Find Purchase Orders (FEDERAL RAILROAD ADMIMN)
Nurnber - [

Ling

Shipment

Projects

Project
Task

tibutions

FIND PURCHASE ORDERS

Projects Tab

Field Name Comments Required?

Project Select from the field LOV the name of the No
required project.

Task Enter the desired Task Name. No

1. Select the Results group (Headers, Lines, Shipments or Distributions) to determine which
summary window to open.

2. Click the Find button to initiate the search and open the appropriate summary window.

Note: Depending on the search criteria you have specified, not all summary windows may
be available.
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= Pur Order Hes s (FEDERAL RAILROAD ADRIN)

B
o
.

1230237071 |31-JAN 2002 09 ﬂ
230237072 | | 131-JAN 2002 09 ;
230237070 | | ! |31-JAN-2002 09 ;
230237057 | 131-JAN 2002 0] OFF
230231210 |31-JAN-2002 0] OFF
230237055 - ||31-JAN-2002 04| OFF
230231200 | |0 |CARPENTER 131-JAN 2002 08 OFF(
230237053 | |0 |KOWALSKY |31JAN 2002 08
230237063 | | 131 JAN 2002 04 5

230237052 | |31-JAN-2002 08|OFF| .

PURCHASE ORDER HEADERS

Field Name Comments Required?
Number Purchase Order Number Display Only
Release Release number of Purchase Order Display Only
Rev Revision number of Purchase Order Display Only
Description Description of Purchase Order Display Only
Type Purchase Order type (i.e. Standard, Blanket Display Only

Purchase Agreement)

Approval Status Approval Status of the Purchase Order Display Only
Order Date Date the Purchase Order was created Display Only
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5= Purchase Order Headers (

| Supplier MWatched Amaunt Cancelled

["—| AGRICULTURE DE[WASHINGTON USD 00/ 625.00 m A

[

[

[

[

L |

[

(I

(I

| ||OFFICE OF PERSI|LANCASTER 1/USD
| ||OFFICE OF PERSI|AURORA
a :

[

PURCHASE ORDER HEADERS - cont.
Field Name Comments Required?
Supplier Vendor or employee Display Only
Supplier Site Supplier Site Display Only
Currency Default is ‘USD’ Display Only
Amount Amount = Price * Quantity Display Only
Matched Amount Amount matched to an invoice Display Only
Buyer Buyer for the Purchase Order Display Only
Closure Status Status of the Purchase Order (i.e. Open, Closed, Display Only
Closed for Invoicing)
Cancelled Checkbox — Enabled if Purchase Order has been  |Display Only
cancelled
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Murnber Line|{ ltem| lterm Rew| Category || Description Quantity| VO |{ Price | Amount Buyer
230237071 SER‘JICESE BASIC STATISTIC|625 | EACH 1| 625.00 HARRISON=
| | |
| | . |
| | |
| | |
| | |
| | |
| | . |
% | . |
T e .
Mew Belease Mew PO Open
PURCHASE ORDER LINES
Field Name Comments Required?
Number Purchase Order Number Display Only
Line Line number of Purchase Order Display Only
Item Not used in DELPHI at this time — Inventory |Display Only
Related
Item Rev Not used in DELPHI at this time — Inventory |Display Only
Related
Category Defined in Purchasing setup — type of goods |Display Only
or services
Description Description of Purchase Order line Display Only
Quantity Quantity of items desired Display Only
UuoM Unit of Measure — defined in Purchasing Display Only
setup
Price Price of each item. This will be 1 for Display Only
Amount-based purchases. This will be the
amount per unit for Quantity-based purchases.
Amount Amount = Price * Quantity Display Only
Buyer Buyer for the Purchase Order Display Only

Creating Standard Purchase Orders

Chapter 4 - Page 17

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.



Contract Mur|er

SERVI(JAGRICULTURE DEFWASHINGTON

_
_
_
_
|
_
_
|
_

BEERRERRERER

BEEEERERAENE

|

L
|L

PURCHASE ORDER LINES - cont.

Field Name Comments Required?
Cancelled Checkbox — Enabled if Purchase Order line has been  |Display Only
cancelled

Closure Status Status of the Purchase Order line (i.e. Open, Closed, Display Only
Closed for Invoicing)

Type Line type (i.e. Services, Supplies) Display Only
Supplier Vendor or employee Display Only
Site Supplier Site Display Only
Currency Default is ‘USD’ Display Only
Contract Number |Not used in DELPHI at this time. Display Only
Version Not used in DELPHI at this time. Display Only
Supplier Item Not used in DELPHI at this time. Display Only
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z
3

hi O | Ship To Organization| Ship To Location | Shipment Amount | Quantity

EACHIFEDERAL RAILROARFRA NATL ACCI1

1

e
EEERERREERH
HRNERRRREE:
ANEEREEEAN
ANEEEEREEN

(]
a
a
g
g
@
@
a
g
L]

[

G BT BT

PURCHASE ORDER SHIPMENTS

Field Name Comments Required?

Number Purchase Order Number Display Only

Release Release number of Purchase Order Display Only

Line Line number of the Purchase Order Display Only

Shipment Shipment number of the Purchase Order Display Only

Item Not used in DELPHI at this time — Inventory Related ~ |Display Only

UuoM Unit of Measure — defined in Purchasing setup Display Only

Ship To Organization items purchased will be shipped Display Only

Organization

Shipment Amount |Amount that will be shipped to the specified Display Only
Organization/Location

Quantity Quantity of items ordered for the specified shipment Display Only
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Order Shipments (FEDERAL RAILROAD ADMIM)

m Quantity Due  |Quantity Recerved || Quantity Accepted || Quantity Rejected

PURCHASE ORDER SHIPMENTS — cont.

Field Name Comments Required?

Quantity Due Quantity Due on the shipment Display Only
Quantity Received Quantity Received on the shipment — Used with Display Only
Receipts in 3-Way Matching
Quantity Accepted Quantity Accepted on the shipment — Used with Display Only
Inspection in 4-Way Matching
Quantity Rejected Quantity Rejected on the shipment — Used with Display Only
Inspection in 4-Way Matching
Quantity Billed Quantity Billed on an AP Invoice Display Only
Quantity Cancelled Quantity Cancelled on the shipment Display Only
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. Purchase Order Shipments (FEDERAL RAILROAD ADMIM)

B

[_ jﬂGRIC WASHINGTON JUSD [HARRISfApproved

e e e e ey

LT EE

a ' _ ]

G T TR

PURCHASE ORDER SHIPMENTS — cont.

Field Name Comments Required?
Supplier Vendor or employee Display Only
Supplier Site Supplier Site Display Only
Currency Default is ‘USD’ Display Only
Buyer Buyer for the Purchase Order Display Only
Authorization Status  |Approval Status of the Purchase Order Display Only
Need By Date Date items purchased are required Display Only
Invoice Match Option |[Defaults to the Invoice — Option is PO or Receipt  |Display Only

(for 3-Way)
Country of Origin Country of Origination Display Only
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fe= P urchase Crder Distributions (FEDERAL RAILROAD ADMIN)

T

230237071

EENEEERERNEH

SRERRRRERE
SEEENEEEEE

LIOM [ Quantity Ordered || Charge Account

BASIC STATISTIC

2¥20700000.2002.72020 1

T

a

PURCHASE ORDER DISTRIBUTIONS

Field Name Comments Required?

Number Purchase Order Number Display Only

Release Release number of Purchase Order Display Only

Line Line number of the Purchase Order Display Only

Shipment Shipment number of the Purchase Order Display Only

Distribution Distribution number of the Purchase Order Display Only

Item Not used in DELPHI at this time — Inventory Display Only
Related

Description Description of the Purchase Order line Display Only

UuoM Unit of Measure — defined in Purchasing setup Display Only

Quantity Ordered Quantity of items ordered for the specified Display Only
distribution

Charge Account Charge Account (AFF-Accounting Flexfield) the Display Only
Purchase Order distribution is to be charged

Creating Standard Purchase Orders
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Z2Purchase COrder Distributions (FEDERAL RAIL

| Recovery Rate ||Amount || Currency Contract Line Mum Deliverable MNum

| | 625.00 | USD

PURCHASE ORDER DISTRIBUTIONS — cont.

Field Name Comments Required?
Recovery Rate Not used in DELPHI at this time Display Only
Amount Amount of the distribution line Display Only
Currency Default is ‘USD’ Display Only
Contract Line Num Contract Line number Display Only
Deliverable Num Deliverable line number Display Only
Approval Status Approval Status of the Purchase Order Display Only
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Purchase Order Details: Alternative Regions

Purchase Orders

Oracle Public Sector Purchasing

N — Purchase Orders — Purchase Orders

Purchase Orders

%Enter Transaction Events
Fatm Actiity
Transaction Event ;J
Transaction Code ;J

W Do not dizplay this window again

1. Select (B) Cancel on the Enter Transaction Events screen to exit. Select (B) OK to bypass
the Caution window. Purchase Order screen will appear automatically.

2. Find the purchase order by selecting (M) View and Find. Enter the purchase order in the
Find field. Select (B) Find. Highlight PO number, select (B) OK. If the selection is not
specific or autoreduced, it may say ‘working’ in the window heading

3.  Go to the bottom half of the screen to enter purchase order lines.

4. Begin by entering information in the Items Tab.
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= Purchase Orders (FEDERAL RAILROAD ADMIN) - TW 105 =
o ("W 105 g] e Standard Purchas Seeen k11 -JUL 22001
=EIETEN 1120 VERMONT A = WASHINGTON146 ac

O FRA NATL ACCTC =SMERN FRA HATL ACCTC Currency
WILEY, FRA TAM 3 ncomplete Tatal

Type Fev Category Descriptian LIOM  Quard
SERVICES & SERVICES TEST EACH 64

B |

5. Scroll to the right to see the remaining fields.

%Purchase Orders (FEDERAL RAILROAD ADMIN) - TW 105 X Al

o I
SWILEY, FRA TAMI atus
]

Mum  Cuantity Price Framized supplier ltermn
1 64 1
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6. Scroll to the right to see the remaining fields.

%Purchase Orders (FEDERAL RAILROAD ADMIN) - TW 105 L B ¢
SR TW 105 0 [0 Standard Purchas G 11JuL2001
I 1120 VERMONT A SR WASHINGTON145 contact |
N FRA NATL ACCTG RN FRA NATL ACCTG Curre
wer, roa a1 5400

sl =S B204 -Udo Wo ﬂdj

Reserved Base
Charge Account Arnount Transaction Code
64.00 [ (B204-Udo W/o Adv

-

-
-
I_

PURCHASE ORDERS
Items TAB
Field Name Comments Required?
Num (number) Click on field, numbering is automatic. Display Only
Type Enter a line type for the item from LOV. Yes
Item Not used in DELPHI at this time. No
Rev (item revision) Not used in DELPHI at this time. No
Category May default, from line type, or choose from  |Yes
LOV.
Description Description of purchase order line. Yes
UOM (unit of measure) Defaults from line type. Display Only
Quantity Must be > 0. Yes
Price For “Amount” based line types, Price will Yes
always be displayed as “1”.
Promised Date that delivery promised by. No
Need by Date when requestor needs the item. No
Supplier Item Not used in DELPHI at this time. No
Charge Account Accounting flexfield, in Distributions Display Only
Amount Unit Price X Quantity = Amount Display Only
Reserved Checkbox - Indicates whether you successfully [Display Only
reserved funds for this purchase order
distribution.
Transaction Code Defaults from Transaction Event entry. Yes
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% Purchase Orders (FEDERAL RAILROAD ADMIN) - TV 105

Chws  Jo S
e Incomplete |

PO

Furr

Price Reference |

List Price

¥

Total 64.00
f )
wi e B204 -Udo Wo Ad

Allow Price Override Megot

Market Price Frice Type

Price Limit

Cost Plus Percentag: [

ere [ 5

7. Enter Price Reference tab information, if needed.

PURCHASE ORDERS (continued)
Price Reference TAB
Field Name Comments Required?
Num (number) Defaults from Purchase Order Line. Display Only
List Price List price of the item. No
Market Price Market price of the item. No
Price Type Select Price Type from LOV. No
Allow Price Override  |Not used in DELPHI at this time. No
Price Limit Not used in DELPHI at this time. No
Negotiated If the actual price is less than the list price, then the [No
field is checked as the default. You can accept
default or change it.

8. If you need to reference a Contract Purchase Agreement in a Standard Purchase Order,
select the Reference Documents Tab.
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%Purchase Orders (FEDERAL RAILROAD ADMIN) - TvW 104

FI |:"| 0
Supplier
Ship-To

Buyer

Mum  Contract

wws [0 |

1120 VERMONT A

FRA NATL ACCTC
WILEY, FRA TAM

Standard Purcha_
WASHINGTON 146

Reference Documents |

Cluntation

tion Code

Suppliar

Cluotation Type Cluotation

s 0 [TEsT

PURCHASE ORDERS (continued)
Reference Documents TAB
Field Name Comments Required?
Num Purchasing assigns a sequential number. Yes
Contract Used to reference a Contract Purchase Agreement |No

in a Standard Purchase Order.
Quotation Not used in DELPHI at this time. No
Line Not used in DELPHI at this time. No
Quotation Type Not used in DELPHI at this time. No
Supplier Quotation Not used in DELPHI at this time. No

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Creating Standard Purchase Orders

Chapter 4 - Page 28



%Purchase Orders (FEDERAL RAILROAD ADMIN) - TWW 105 -
PO, Rer o R
Supplier - Site G 2
Ship-To Bill-Ta Currency
Description

ion Code

More i BrTiant

UK Mumber UN Number Capital Expense
Murm  MNote To Supplier Description Hazard

PURCHASE ORDERS (continued)
More TAB

Field Name |C0mments Required?

This Tab is not used in DELPHI
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Entering Shipments in Purchase Orders

Shipments

Oracle Public Sector Purchasing

N — Purchase Orders — Purchase Orders

Purchase Orders

71 W

SZEnter Transaction Events | X 7

el Esetiass Stand ard/Planned PO

Transaction Event ;J

W Do not dizplay this window again

1. Select (B) Cancel on the Enter Transaction Events screen to exit. Select (B) OK to bypass
the Caution window. The Purchase Order Summary in Purchase Orders screen will appear
automatically
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%Purchase Orders (FEDERAL RAILROAD ADMIN) - [Mew] i

= Standard Purchas

Ier il
A FRA NATL ACCTC ISR FRA NATL ACCTC
SITEMIWILEY, FRA TAM Status

Description

Rev  Category Description LDk Cluani

{4 D
o I I

2. On the Purchase Order Summary in Purchase Orders screen, find the purchase order by
selecting (M) View and (M) Find. Enter the purchase order number in the Find field.
Select (B) Find; Highlight the PO number, select (B) OK. If the selection is not specific or
autoreduced; ‘working’ may appear in the window heading.

3. Select (B) Shipments.
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%Shipmems (FEDERAL RAILROAD ADMIN}) - TW 105

Shipments |

Mum  Ory

Ship-Ta Lok Cuantity Fromised Date

Meed-By

Qriginal
Prormise

!]i] FRA

FRA NATL ACCIEACH 64

Line Murm !]

Receiving Contrals Distribiutions

SHIPMENTS
Shipments TAB
Field Name Comments Required?
Num Default, line number. Yes
Org Default, generated from Setup. Yes
Ship To Default, generated from Purchase Order header. Yes
UuoM Default, generated from Items Tab. Display Only
Quantity Default, generated from Items Tab. Yes
Promised Date Enter the date the supplier promised delivery of the No
items. This promised date is printed on the purchase
order shipment. The default is from the Purchase Order
Preferences window.
Need By Default, generated from Items Tab. Can change with No
LOV.
Original Promise |Not used in DELPHI at this time. No

Country of Origin

Default from the Supplier Site. Country in which an item
is manufactured.

No
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%Shipments (FEDERAL RAILROAD ADMIN) - TW 105

Shipments

Taxable

Tax Code Charge Accaount

Reserved

Arnount

g4.00 [

B204-Udo \

Ling Murmn !

change with LOV.

SHIPMENTS
Shipments TAB (Continued using Scroll Bar)
Field Name Comments Required?
Taxable Not used in DELPHI at this time. No
Tax Code Not used in DELPHI at this time. No
Charge Account  |Default from Purchase Order Distributions screen. Display Only
Amount Default from Items Alternative Region of the Purchase |Display Only
Order screen.
Reserved Checkbox. Indicates whether funds have been No
reserved.
Transaction Code [|Default, generated from header in Invoices screen, can |Yes

4. Select (I) Save.

5. Select the More Tab.
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%Shipments (FEDERAL RAILROAD ADMIN) - TW 105

Receipt Close
Mum  Tolerance [ % )

tlatch
Appraval Level

Irvoice Close
Talerance [ % )

Accrue at Receipt

Irvaice
Match Option

L

o

0 2 Way

PO

Lire Murn u

SHIPMENTS (continued)
More TAB
Field Name Comments Required?
Num Default, line number. Yes
Receipt Close  |Enter the Receipt Close Tolerance percent for your No
Tolerance shipments. Purchasing automatically closes a shipment for
receiving if it is within the receiving closing tolerance at the
receiving close point.
Invoice Close  |Enter the Invoice Close Tolerance percent for your No
Tolerance shipments. Purchasing automatically closes a shipment for
invoicing if it is within the invoicing closing tolerance at
billing, when Payables matches invoices to purchase orders.
Match Approval |Select one of the following for Match Approval Level: Yes
Level e Two-Way: Purchase order and invoice quantities must
match within tolerance.
e  Three-Way: Purchase order, receipt, and invoice
quantities must match within tolerance.
e Four-Way: Purchase order, receipt, accepted, and
invoice quantities must match within tolerance.
Invoice Match |Select an Invoice Match Option: Yes
Option Purchase Order: Payables must match the invoice to the
purchase order.
Receipt: Payables must match the invoice to the receipt.
The invoice Match Option defaults from the Supplier Sites
window. You can change the Invoice Match Option on the
shipment until you receive against the shipment.
Accrue on Checkbox - Select to indicate that the items on this purchase|Yes
Receipt order line accrue on receipt. Only select if using either 3-
way or 4-way matching.
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|Firm |Not used in DELPHI at this time. |No |

Note: You cannot change the Invoice Matching field once the purchase order is approved.
If it is necessary to change the matching after approval, cancel the current PO line and re-
enter with the new matching requirement.

6. Select (I) Save.

S Shipments (FEDERAL RAILROAD ADMIN) - TW 105

Status
Quantity

Murm  Status Ordered Received Cancelled Billed
64 0 0 0

Line hum (I e [ L3

7. Select the Status tab to view the status of the shipment.

SHIPMENTS (continued)

Status TAB

Field Name Comments Required?
Num Default, generated from Purchase Order header. Display Only
Status Default, generated from Purchase Order header. Display Only
Ordered Displays the Quantity Ordered. Display Only
Received Displays the Quantity Received. Display Only
Cancelled Displays the Quantity Cancelled. Display Only
Billed Displays the Quantity Billed. Display Only

8. Select (I) Save and Close.
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Entering Distributions In Purchase Orders

Purchase Orders

Oracle Public Sector Purchasing

N — Purchase Orders — Purchase Orders

Purchase Orders

71 W

SZEnter Transaction Events | X 7

el Esetiass Stand ard/Planned PO

Transaction Event ;J

W Do not dizplay this window again

1. Select (B) Cancel on the Enter Transaction Events screen to exit. Select (B) OK to bypass
the Caution window. Purchase Order screen will automatically appear.
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%Purchase Orders (FEDERAL RAILROAD ADMIN) - [Mew] g

Yer =S Incomplete

Rev  Category Description LDk Cluani

2. Find the purchase order by selecting (M) View and Find. Enter the purchase order number
in the Find field. Select (B) Find. Highlight the PO number and select (B) OK.

3. Select (B) Shipments.
4. Select (B) Distributions.
Note: Enter Distributions only in Planned or Standard Purchase Orders.

If you are entering a Project related purchase order go to step 7. DO NOT enter anything
in the Destination alternative region.

If you are entering a non-project related PO, enter information in the Destination tab.
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%Distrihu‘tinns (FEDERAL BAILROAD ADMIN) - TW 105

Destination

Mum  Type Requestar Deliver-Ta

Subinventory

Cuantity

64

| 1| Expense

ltem And Shipment Details

Line Murn _ Shiprment Murm _

B FRA J

[term

Recavery
Charge Account Rate GL Date

=LA FRA NATL ACCTG O

Transaction Code

11-JUL 2001

B204 -Udo W/o Adv

Item And Shipment Details

Line Mum ! Shipment Mum _

ltern

DISTRIBUTIONS

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Creating Standard Purchase Orders
Chapter 4 - Page 38



Destination TAB

Field Name Comments Required?
Num Generated line number. Yes
Type Default Yes
The destination type determines the final destination of]
the purchased items. Accept default or choose one of
the following options:
e  Expense - The goods are delivered to the requestor
at an expense location. The destination
subinventory is not applicable.
e [nventory - The goods are received into inventory
upon delivery. You can choose this option only if
the item is stock enabled in the ship-to
organization.
e Shop Floor - The goods are delivered to an outside
processing operation defined by Work in Process.
You can choose this option only for outside
processing items.
Requestor Enter Requestor location for this distribution. No
Deliver To Enter Deliver To location for this distribution. No
Subinventory Not used. No
Quantity Default — The value comes from the quantity you Yes
entered in the Shipments region, or you can change the
quantity of the purchase order shipment you what to
charge to the accounting flexfield.
Charge Account Choose from LOV. Yes
Form
Fund Choose from LOV. Yes
Year Choose from LOV. Yes
BPAC Choose from LOV. Yes
Organization Choose from LOV. Yes
Object Class Choose from LOV. Yes
SGL Account Choose from LOV. Yes
Recovery Rate Not used. No
GL Date Default is current date. Display Only
Reserved Checkbox - Indicates whether you successfully Display Only
reserved funds for this purchase order distribution.
Transaction Code Default — accept or change with LOV, save work at Yes
this point.
Account Description Area
Charge Account description of the distribution entered. Display Only
Accrual [Description of the accrual account. Accrual account is |Display Only
generated based upon the distribution entered.
Budget [Description of the budget account. Budget account is |Display Only
generated based upon the distribution entered.
[Variance [Description of the variance account. Variance account [Display Only
is generated based upon the distribution entered.
Item And Shipment Details Area
Line Num Displays the line number of the item for the Display Only
distribution you are creating.
Shipment Num Displays the shipment number of the item for the Display Only

distribution you are creating.
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Org [Displays the organization of the item for the Display Only
distribution you are creating.

Ship To Displays the shipment location for the distribution you |Display Only
are creating.

Item IDOT does not use this functionality at this time. Display Only

Description Displays the description of the item for the distribution |Display Only
|you are creating.

gDistrihu‘tiuns {FEDERAL RAILROAD ADMIN) - TWW 105

Requisition S

Mum  Mumber Line Rate Date Rate Accrual Account
1 I| 2F10700000.2001.0901050000.40300000!

|
|
|
|
|

Account Description
SAFETY AND OPERATIONS, FR.BY 2001
SAFETY AND OPERATIONS, FR.BY 2001
Item And Shipment Details

Line Murn (R shipment Num (I org [Ty = FRA NATL ACCTG Ol
- s

6. Scroll to the right to see remaining fields.
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%Distrihu‘tiuns (FEDERAL RAILROAD ADMIN) - TVW 105 |

~ MNumn Budget Account Yariance Account
Iil1 [II]I].4I]3l]l]l]l]l]l]l].22;2?1ﬂ?l]l]ﬂﬂﬂ.2l]l]1 .0901050000.40300000 2710700000.2001.0901050000.40300000

Account Description
S SAFETY AND OPERATIONS, FR.BY 2I]I]j' =[RS SAFETY AND OPERATIONS, FR.BY 2001
eSS SAFETY AND OPERATIONS, FR.BY 2l]l]i' VTN SAFETY AND OPERATIONS, FR.BY 2001
Item And Shipment Details

Line MNurm Shipment Num [ Org =310 FRA NATL ACCTG Ol

ltern

DISTRIBUTIONS
More TAB
Field Name Comments Required?
Num Default, line number. Yes
Number Default, requisition number. No
Line Default, requisition line number. No
Online Checkbox — Indicates whether this distribution |No

is part of an on-line requisition.
Rate Date Not used in Delphi functionality. No
Rate Not used in Delphi functionality. No
Accrual Account Generated from Distribution Entered. Display Only
Budget Account Generated from Distribution Entered. Display Only
Variance Account Generated from Distribution Entered. Display Only
Account Description Area |Defaults from Distribution. Display Only
Account Description Area
Charge Account description of the distribution entered. [Display Only
Accrual Description of the accrual account. Accrual  [Display Only

account is generated based upon the
distribution entered.
Budget Description of the budget account. Budget Display Only
account is generated based upon the
distribution entered.
[Variance Description of the variance account. Variance [Display Only
account is generated based upon the
distribution entered.

Item And Shipment Details Area

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Creating Standard Purchase Orders
Chapter 4 - Page 41



Line Num Displays the line number of the item for the Display Only
distribution you are creating.

Shipment Num Displays the shipment number of the item for |Display Only
the distribution you are creating.

Org Displays the organization of the item for the  |Display Only
distribution you are creating.

Ship To Displays the shipment location for the Display Only
distribution you are creating.

[tem DOT does not use this functionality at this Display Only
time.

Description Displays the description of the item for the Display Only
distribution you are creating.

7. Enter Project data if needed.

%Distrihmiuns (FEDERAL RAILROAD ADMIN) - TW 105

Fraject

Expenditure

~ Mum  Project Oy
i |

E

{ ‘_I_______'..b.vJ

IS

Account Description
SAFETY AND OPERATIONS, FR.BY 2001 Sl SAFETY AND OPERATIONS, FR.BY 2001
SIS SAFETY AND OPERATIONS, FR.BY 2001 VELECE SAFETY AND OPERATIONS, FR.BY 2001

ltem And Shipment Details
Line Mum shipment Num [ Org <l LT FRA NATL ACCTG O

DISTRIBUTIONS

Project TAB

Field Name Comments Required?

Project If the Purchase Order is project related, enter a Project  |Yes
number.

Task Choose from LOV, or enter task number. Yes

Award Not used by DOT. No

Type Choose from LOV for an Expenditure Type. Yes

Org Choose from LOV; enter an Expenditure Organization. |Yes

Date Choose from LOV; select the Expenditure Date. Yes

Quantity Accept default from the quantity you entered in the Yes
shipments region, or change using LOV.
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8. Select (I) Save.
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Approving Documents

All approvals in Purchasing are handled by predefined workflows embedded within the system.

The purchase order document will have the status Incomplete until you submit the document
for approval. The status then changes to Approved.

If the document is forwarded, Workflow changes the status to /n Process until it is approved.

It is possible to make changes to a purchase order for which funds have already been reserved.
This is accomplished by temporarily unreserving the document, making the desired changes,
and reserving the document again after the changes are complete. The unreserve action affects
all lines on a purchase order, and changes the document’s status to Requires Reapproval.

Purchase Orders
Note: To approve a Purchase Order, begin with step 1.

Note: To approve a Release, begin with step 5.

Oracle Public Sector Purchasing

N— Purchase Orders — Purchase Orders

Purchase Orders

%Enter Transaction Events

Filig R G Standard/Planned PO

Transaction Event

Transaction Code

s
I ——

B Do not display this window again

Cancel
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1. On the Enter Transaction Events screen select (B) Cancel to exit. A Caution screen will
appear. Select (B) OK to bypass the Caution screen.

%Purchase Orders (FEDERAL RAILROAD ADMIN) - [Mew] g

PO, Rev 0 {1 Standard Purchas ¥ 11.JUL-2001

Supplier

= A FRA NATL ACCT
SIEESWILEY, FRA TAM

riptian

Rev  Category Description LDk Cluani

2. On the Purchase Order Summary in Purchases Order screen, find the purchase order by
selecting (M) Query and Find. Enter the purchase order number in the Find field. Select
(B) Find. Highlight the PO number. Select (B) OK.

3. Select (B) Approve.

4. Continue with step 8 to approve the PO.

Oracle Public Sector Purchasing
N — Purchase Orders — Releases

Enter Transaction Events
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%Emer Transaction Events R
Forrm Activity
Transaction Code ;J

B0 not display this

5. On the Enter Transaction Events screen select (B) Cancel to exit. A Caution screen will
appear. Select (B) OK to bypass the Caution screen.

% Releases (FEDERAL RAILROAD ADMIN) - [New]

Supplier
EVESWILEY, FRA TAMMY

W Firmed [ I

(8 11.1UL 2001

Shipments

Source

Mum  Line Shipment LOM Quantity Frice Fromizsed
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6. On the Releases screen, find the Release you want to approve by selecting (M) View and
Find. Enter the Release number in the Find field. Select (B) Find. Highlight the Release
number. Select (B) OK.

7. Select (B) Approve.

Forvard From
Forward To é

M| Frint

8. Select the checkbox Reserve. Deselect the Submit for Approval checkbox. It is very
important to deselect the Submit for Approval when reserving because this allows you to
see error messages if there is a problem with reserving.

9. Select (B) OK. A Note window will appear stating that the action was completed
successfully. The Status field in the Purchase Order screen will display Incomplete,
reserved. Proceed with the next step.

If an error message appears such as insufficient funds do not proceed with approval.
Verify with the appropriate person, such as the funds manager, that there are sufficient
funds for the accounting distribution line(s).
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%Apprw& Document (FEDERAL RAILROAD ADMIN) - TV 112

& Submit for Approval
M| F orwvard

B Print

10. Select (B) Approve. Select the checkbox Submit for Approval after the funds have been
reserved.

11. Select (B) OK. A Note window will appear stating the Document has been submitted for
approval. Select (B) OK. The Purchase Order screen will automatically appear. The
Status field will display Approved, Reserved.
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Unreserve Document

AD AT -

17 -DEC-2002

Forward From
Forward To 4’

Bl

M| Print

12. If you are making changes to a previously approved document, select the Unreserve
checkbox (this field will be ghosted unless the document is approved). This will unreserve
all lines on the purchase order.

13. Select (B) OK
14. Make whatever changes are necessary to the document.

15. Submit the document again for approval.

APPROVE DOCUMENT
Field Name Comments Required?
Reserve Select to reserve funds for the document. This is used No

for budgetary control. This will allow checking of funds
and distributions prior to submitting for approval.
Unreserve Select to unreserve funds for the document only if you |No
are using budgetary control and funds are currently
reserved for that document.

Unreserve Date Enter an Unreserve Date that falls within an open reserve |[No
period.

Submit for Approval|Select Submit for Approval after the document has been |Yes
reserved.

Forward Select Forward only if you want to forward the document|No

to someone outside the default Approval Path.
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Forward From Display the user name of the person forwarding the No

document.

Forward To Enter the user name of the person you are forwarding the |No
document.

Note Enter notes in the note field to record information about |No

your approval action or provide instructions for the next
approver if your document requires additional

authorization.
Print The document will automatically print once it is No
approved.
Fax The document will automatically fax once it is approved. |[No
Fax Number Enter the Fax Number if Fax is selected. No
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Submitting Open Purchase Order Report by Cost Center

Submit a New Request

Oracle Public Sector Purchasing

N — Reports — Run

Submit a New Request

2% Submit a New Request

What type of request do you want to run?

you to submit an individual request,

® Request Set
This allows you to subrmit a pre-defined set of

requests,
Cancel

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request Allows you to enter an individual request. Yes
Request Set Allows you to submit a pre-defined set of requests.  |No

1. Select (B) OK.
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% Submit Request

Run this Request...

[Mame [Open Purchase Orders Report(by Cost Center]

EEE = Open Purchase Orders By Cost Center

ELLIERES American English _

Languages

At these Times...

As Soon as Possible Schedule. .

Upon Completion...

2 gll Dutput Files

EgRaisanf2_124_ps

SUBMIT REQUEST

Run This Request...Area

Field Name |Comments Required?

Name Name of the Request. Yes

Parameters Enter additional criteria for the Request. Yes

Language Defaults to American English Yes

At these Times...Area

At these times |As Soon As Possible is the default. Yes

Upon Completion...Area

Save All Check this field if you want to save the output files to view Yes

Output Files |online at a later time.

Notify Enter the name of the user you would like to have the system [No
notify when this process has completed.

Print To Select the printer to have a hard copy of the system output No
printed.

2. After Parameters for the report have been entered, Select (B) Submit Request.
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%Suhmit Request

Run this Request...

WE= Open Purchase Orders Report{by Cost Center) 5

1li{z8 Open Purchase Orders By Cost Centerl

== Parameters

Caompanies From

To

Centers From

D
i
PARAMETERS
Field Name Comments Required?
Title Free form field - Enter a title for the report. Yes

Companies From |Enter a Company name to limit the report to one  [No
Company or range of Companies. Leave field

blank for all Companies.
To Enter a Company name to limit the report to one  |[No
Company or range of Companies. Leave field
blank for all Companies.
Cost Center Enter a Cost Center name to limit the report to one [No
From Cost Center or range of Cost Centers. Leave field
blank for all Cost Centers.
To Enter a Cost Center name to limit the report to one |No

Cost Center or range of Cost Centers. Leave field
blank for all Cost Centers.

Dynamic Number of decimal places in the amount columns |Yes
Precision Option |for the request. Field will default to 2.

3. Select (B) OK.
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Submitting the Purchase Order Detail Report

Submit a New Request

Oracle Public Sector Payables
N — Reports — Run

Submit a New Request

The Purchase Order Detail Report lists all standard, or planned purchase orders.
Purchasing displays the quantity you ordered and received so you can monitor the status of
your purchase orders. You can also review the open purchase orders to determine how
much you still have to receive and how much your supplier has already billed you.

%Suhmit a Hew Heqguest

What type of request do you want to run?

ou to submit an individual request,

® Request Set
Thi > you to submit & pre-defined set of

Cancel

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request  |Allows you to enter an individual request. Yes
Request Request |Allows you to submit a pre-defined set of requests. No

1. Select (B) OK.
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2% Submit Request

Run this Request...

Purchase Order Detail Repo

EelEec eSS PURCHASE ORDER DETAIL REPORT.USEY, FRA CARRIE

Langlags '_mgfican Eﬂl_:i_liﬁh

At these Times...

As Soon as Possible

Upon Completion...

[latify
Print-ta

SUBMIT REQUEST

Run This Request Area

Field Name Comments Required?
Name Name of the Request. Yes
Parameters Enter additional criteria for the Request. Yes
Language Defaults to American English. Yes

At these Times Area

At these Times |As Soon As Possible is the default. Yes

Upon Completion Area

Save All Output |Check this field if you want to save the output files to view|No

Files online.

Notify Enter the name of the user you would like to have the No
system notify when this process has completed.

Print To Select the printer to have a hard copy of the system output |No
printed.

2. After Parameters for the report have been entered, click (B) Submit Request.
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PURCHASE ORDER DETAIL REPORT
=R USEY, FRA CARRIE

[terris Frot
Ta

Categones From

Ta

rs From
Ta

PO Nurmbers From

Dynamic Pre

PARAMETERS
Field Name Comments Required?
Title Free form field - Enter a title for the report. No
Buyer Name Enter a Buyer name to limit the report to one buyer. Leave |No
field blank for all Buyers.
Items From Enter a range of item names to limit the report. Leave No
blank to list all purchase order items.
To Enter a range of item names to limit the report. Leave No

blank to list all purchase order items.

Categories From |Enter a range of category names to limit the report. Leave |No
blank to list all purchase order category items.

To Enter a range of category names to limit the report. Leave |No
blank to list all purchase order category items.

Vendor From Enter a range of supplier names to limit the report. Leave |No
blank to list all supplier purchase orders.

To Enter a range of supplier names to limit the report. Leave |No
blank to list all supplier purchase orders.

PO Numbers From |Enter a range of purchase order numbers to limit the No
report. Leave blank to list all purchase orders.

To Enter a range of purchase order numbers to limit the No
report. Leave blank to list all purchase orders.

Status Select the status of the purchase order to list on the report |No
from LOV.

Dynamic Precision |The number of decimal places shown in the dollar amount |Yes

Option fields.

3. Select (B) OK.
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Summary

You should now be able to create and report a Standard Purchase Order.

Summary: Creating Standard Purchase Orders

You create standard purchase orders when you know the details of the goods or services you
require and the estimated costs, quantities, delivery schedules, and accounting distributions.
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Lab 1: Creating Standard Purchase Orders

1. You have been tasked with writing up a purchase order for the purchase of computer
services. This will be a standard two-way invoice match. Use the following values when
entering the PO.

e PO Number - FRA <Unique Identifier>
e  Supplier - Acme Incorporated

e  Supplier Site - Anytown

e Buyer - Select a name from LOV
e Type - Services and Supplies

e (ategory - Services

e Description - Computer SVCS

e Quantity - 38297

e Price-1

e  Match Approval Level - 2-Way
e Invoice Match Option - PO

Charge Account
e Fund -2730700000
e Budget Year - <Current Year>
e  Organization - 4042000000
e Object Class - 31460
e SGL Account - 61006600
e  Future 1 - 0000000000
e  Future 2 - 0000000000
e  Future 3 - 0000000000

e  Future 4 - 0000000000
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Lab 1 Solutions: Creating Standard Purchase Orders

1. Open the Purchase Order window
N — Purchase Orders — Purchase Orders

2. Enter the following in the Transaction Events window:
e Transaction Event — Obligation
e Transaction Code — B204 Udo W/o Adv

S EnarTIRnsaction BEents

FilkoE s Standard/Planned PO

Transaction Event [ BT
il et = B 204 -Udo Wo Adv

W 0o not display this window again

3. Select (B) OK.
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Lab 1 Solutions: Creating Standard Purchase Orders

chace Orders L RAILRLE Cit iRy ~ 3|
o [T Gt
supplier EHERANYTOWN Ceaptact
Ship-To Bill-Ta Currenty

ATLEE, CYNTHIA | |l:|ﬁnrn]:lem Total

N CREATING A STANDARD PURCHASE ORDER |

Tt chigh Zade

Num Type Item oy Category Description. UOM Quani | ]
B [sErvices |SERVICES ~ [COMPUTER SVCS  [US Di38297

4. Enter the following fields in the Purchase Order Header:
e  Number as FRA <Unique Identifier>
e  Supplier — Acme Incorporated
e Site — Any town
e Buyer — Select a name from the List of Values
5. Inthe Items Region, enter the following fields:
e Type — Choose from LOV - Services and Supplies
e (Category — Services
e Description — Computer SVCS
e Quantity — 38297

e Price—1
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Lab 1 Solutions: Creating Standard Purchase Orders

e Need By — Current Date

6. Select (B) Shipments.

B shipments (FEDERAL RAIL B = Bt L e o e A S

e

Arcrue at-:FteDBf}:ti-
Recaipt Close Invgice Close Match Invoice
Mum  Taolerance { %) Toleratice [ %) Approval Level Match Cition
0| 0 2 Way | PO

Receiving Controls. Distributions.

7. Select the More tab, notice that the Match Approval is set to 2-Way.
8. The Invoice Match option defaults to PO.

9. Select (B) Distributions from the Shipments screen.
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Lab 1 Solutions: Creating Standard Purchase Orders

10. Go to the field Charge Account. Choose the History of Values. When the Alias
screen appears, select (B) OK.

11. Enter the Charge Account fields as shown below, in the Destination Tab:

3, DIRECT

84042000000
31460 ADP EQUIPH -CA
4N 61006600 M.P - OPERAT

EEAREIS =S 0000000000 MNOT AFPLICABLE
EEAREIS =R (1000000000 MNOT AFPF BLE
EER R =SSR 0000000000 MNOT AFPLICABLE
FUTURE 4 [y MNOT AFPLICABLE
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Lab 1 Solutions: Creating Standard Purchase Orders

12. Select (B) OK to return to the Distributions screen.
13. Save your work.
14. Return to the Purchase Order Header screen.

15. Select (B) Approve to approve the purchase order.

EEEAnnroE Diacument (FERERAL RALROAD ADMIN - TASCH 2041

Unresens Data
W Submit for Approval

efp izl

Mote

W Erint

FAE Murmber

16. In the Approve Document window, deselect the Submit for Approval checkbox and select
Reserve.

17. Select (B) OK.
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Lab 1 Solutions: Creating Standard Purchase Orders

S Ao Docurant (FEDERAL RALRDAD ALMIN - TASCIZ05]

P Subtmit-for Approval
W orwatd

[Mote

M Frint
HFax FAR Mumber
M E-hdall E-Mail Address

18. Select (B) Approve.

19. Ensure that the Submit for Approval checkbox is checked.
20. Select (B) OK.

21. Select (B) OK.

22. Exit back to the Navigator.
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Matching Invoices to
Purchase Orders and
Receipts

Chapter 5
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Matching Invoices to Purchase Orders and Receipts

Section Objectives

At the end of this section, you should be able to:
e  Match an Invoice to a PO shipment or distribution
e  Match an Invoice to a Receipt
e Review matching exceptions

e  Adjust PO-matched invoices
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Matching Invoices to PO

Match invoices

Enter invoice to PO
_—>
e
\GE=—"

Approve invoice ‘ View invoice

h B,

TN %
Post invoice l \—> Pay invoice
\9 File invoice

Overview

Oracle Payables shares purchase order information from your purchasing system to enable
online matching with invoices. Match your billed (invoices) items to the original purchase
orders or receipts to ensure that you pay only for the goods or services you ordered and/or
received. If you are billed for an item over the amount and quantity tolerances you define in
the Invoice Tolerance window, during approval, Oracle Payables applies a hold to the invoice,
which prevents payment.

You can match a single invoice to multiple purchase order shipments, or you can match
multiple invoices to a single purchase order shipment. Oracle Payables ensures that you match
only to purchase orders and receipts for the supplier on the invoice and that the purchase order
and invoice currencies match.
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The Structure of a Purchase Order

Header
| PO information | | Supplier information |
Detail
| Item line |
Shipment line |
| Distribution line |
| Distribution line |
| Distribution line |
| Shipment line |
| Shipment line |
| Item line |
| Item line |
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Payables Matching Options

Option A Standard, Option B Option C
Expense Report, Mixed PO Default QuickMatch
I [ I
|Enter supplier information| | Enter purchase order number |

| Enter invoice date, number, and amount |

| Enter additional invoice header information |

[ | [
| Choose Match |

|Se|ect purchase order

| Enter invoice quantity and match amount |
I

If matching to PO distribution, choose Distribution
and enter distribution quantity or match amount

I |
| Save Invoice |
I I I
| Complete | | Complete | | Complete |
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Entering 2-Way Matched Invoices

Enter Transaction Events

Oracle Public Sector Payables
N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events

Form Activity I'I.I'Ijalt:hed Invoice
WL EEE (G R=0E 08 Two Way Matched Invoice
Transaction Code  |[B302D-AP In

M Do not display this window again

ENTER TRANSACTION EVENTS

Field Name Comments Required?

Form Activity Enter Matched Invoice. Yes

Transaction Event Enter Two Way Matched Invoice. Yes

Transaction Code Accept default Transaction Code or change to the  |Yes
appropriate code using the LOV.

1. Select (B) OK. The Invoices screen will automatically appear.
2. If using MarkView, select (I) Get Next.

3. Enter Invoice Header information. Use the tab key or scroll bar to navigate through the
Invoices screen.
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Supplier

| Supplier Num | Site Invoice Date

| Invoice Wum |Invoice Curr | Invoice Amaunt

] 1120 VERM! FRAA21148526 (WASHINI(E 15-AUG 2002

] bet 01

usp 850.0~

| |
| 1

1

1

Actions, . 1

Scheduled Payments

| |
| |
| | |
| | |
|

0
Never Validated |
Mot Required |

0.00

Halds Payrments.

Owvarview

J 1

Mateh

Purchase Order =

Distribiutions

INVOICES

Field Name

Comments

Required?

Type

Select PO Default, Standard, or QuickMatch from
the LOV. The PO Default and Standard allows
partial matching. The QuickMatch fully matches
the invoice to the distribution of the matched
shipments and automatically creates invoice
distributions.

Yes

PO Number

Enter the PO Number to be matched using the PO
Number sub-screen. This sub-screen will appear
when the invoice type is PO Default or
QuickMatch.

Yes

Supplier

Displays the Supplier name from the purchase
order information when the invoice type is PO
Default or QuickMatch. Enter the Supplier name
when using a Standard invoice.

Yes

Supplier Number

Displays the Supplier Number from the supplier
master file.

Display Only

Site

Displays the Supplier Number from the purchase
order information when the invoice type is PO
Default or QuickMatch. Enter the Supplier site
when using a Standard invoice.

Yes

Invoice Date

Enter Invoice Date or use the tab key to default to
the current date.

Yes

Invoice Number

Enter unique Invoice Number.

Yes

Invoice Currency

Displays the Invoice Currency default.

Display Only

Invoice Amount

Enter the Invoice Amount.

Yes

Matching Invoices to Purchase Orders and Receipts

Chapter 5 - Page 7
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T

=
Withheld Amaunt | Prepaid Amount  |[]|GL Date. Payment Curr || Payment Rate Date| Payment
| [ncj16-JuL 2002 usD [16-1UL-2002 =
| /B | l
| 1 | I
| 1 | I
| 1 | I
| | v
4 X 3
16 = 0 850.01
usD| 0.00° T : —
Never Validated | No |
Not Required
Actions, . 1 Holds Bayments Match Purchase Order -
‘Scheduled Payments Ovenview. Distributions
INVOICES (continue using the scroll bar)
Field Name [Comments Required?
Withheld Amount Payables displays the amount withheld [No
from the invoice based on automatic
withholding tax calculations.
Prepaid Amount The sum of prepayment amounts that [No
have been applied to an invoice.
Type of Travel Advance  |Accept the default — “Not Travel Yes
|Related” — unless this is a travel advance
or a travel voucher.
GL Date The GL Date is always the current date. [Yes
Payment Curr Displays the Payment Currency. |Display Only
|Defaults to USD.
[Payment Rate Date The date the payment rate is effective.  [Yes
Defaults to current date.
[Payment Rate Type |NOT USED BY DELPHI. [No

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Matching Invoices to Purchase Orders and Receipts

Chapter 5 - Page 8



|Payment Amount | Freight Amaunt

Amount Paid

Scheduled Payments

Ditrtutons

INVOICES (continue using the scroll bar)

[Field Name

[comments

Required?

|Payment Rate

INOT USED BY DELPHI

INo

Payment Amount

Invoice amount displayed in payment
currency.

|Display Only

[Freight Amount

The freight amount you want Payables to
exclude when Payables calculates the default
discountable amount for an invoice, if you
Exclude from Freight Discount option is
enabled for the supplier site.

INo

Create Freight Distribution

Check this check box to open the Freight
window. Payables automatically creates a
freight distribution from information you enter
in the Freight window.

INo

|Distribution Set

|Used to automatically create invoice
distributions when invoice is not matched to a
purchase order or when you do not want to
enter the distributions manually.

Yes

Description

[Enter relevant information for the invoice.
Example PO# or IPAC#

Yes
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ontral Total
Actual Tatal

Amount Paid

Actions,.. 1

Scheduled Paymerits etie Distributions

INVOICES (continued using scroll bar)

Field Name Comments Required?

Transaction Code Displays the Transaction Code entered in the [Yes
Transaction Event window.

Project If Project information is required it may be  |No

added in the invoice header when all lines of
distribution are recorded to the same project
and accounting string. Otherwise, insert
required project information on each line of
distribution as needed.

Task Enter Task if related to a project. No
Expenditure Type Enter Expenditure Type if related to a project. [No
Expenditure Item Date Enter Expenditure Item Date if related toa  |No
project.
Expenditure Organization |Enter Expenditure Organization if related to a [No
project.
Rate Type DOT does not use this functionality at this Display Only
time. Field is not available.
Exchange Date DOT does not use this functionality at this Display Only
time. Field is not available.
Exchange Rate Fields DOT does not use this functionality at this Display Only

time. Field is not available.
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. (FEDERAL RAILROAD ADMIM)
Batch Canteol Total

Actual Total

Functional Currency | Function rmount | Terms Date
SD

Amount Paid

Actions.. 1

INVOICES (continued using scroll bar)

Field Name Comments Required?
Functional Currency Displays the Functional Currency. Display Only
Functional Curr Amount |Enter the Functional Amount or leave blank. No

Terms Date Defaults from the Date Invoice Received. This Yes

date determines the scheduled payment date based
on the Supplier terms.

Terms Accept Terms default from the supplier master file |Yes
or change using the LOV.
Payment Method Accept Payment Method default from the supplier |Yes

master file or change using the LOV.
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b Control Total

Actual Total

850.01 | 16-1UL 2002

Amount Paid

vof  om

Actions.. 1

‘Scheduled Payments Distributione

INVOICES (continued using scroll bar)

Field Name Comments Required?
Pay Group Displays the Pay Group from the supplier Display Only
master file.
Pay Alone Checkbox enabled based on information from [Display Only
the supplier master file.
Discountable Amount Displays the Discountable amount. Display Only
Date Invoice Received Accept default or change to appropriate date. |Yes
Date Goods Received Enter date goods are received. No
Prepayment Type Select Prepayment Type when the invoice type |No
is Prepayment.
Settlement Date The date after which you can apply a No

temporary prepayment. Applies only to the
Prepayment invoice type.

Prepayment PO Number |Enter an open purchase order number when No
associating it with a prepayment. Applies only
to the Prepayment invoice type.

Tax Calculation Level DOT does not use this functionality No
Tax Code DOT does not use this functionality. No
Tax Amount DOT does not use this functionality. No
Withholding Tax Group  |DOT does not use this functionality. No
Document Category Name |DOT does not use this functionality. No
Document Sequence Name |[DOT does not use this functionality. No
Voucher Number DOT does not use this functionality. No
Approved Amount Displays the maximum amount authorized for [Display Only

payment against an invoice.
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Approval Status Displays the type of authorization needed or  |Display Only
current status of invoice authorization.

Approval Description Displays the status of authorization or how to |Display Only
obtain further authorization.

Cancelled By Displays the person who cancelled the invoice. |Display Only

Cancelled Date Displays the date of cancellation. Display Only

Cancelled Amount Displays the original amount of the cancelled [Display Only
invoice.

Liability Account Accept default of zeros. This field will be Display Only
populated at the distribution level.

Liability Description Accept default of “NOT APPLICABLE”. This|Display Only
field will be populated at the distribution level.

Batch Name Displays the Batch Name if entered as an Display Only
invoice batch.

Display Only Region

Amount Paid Displays the amount that has been paid on the [Display Only
invoice. Ifthe invoice has a payment currency,
then it is also displayed.

Holds Displays the number of invoice holds. Display Only
Payables does not include the Hold All
Payments or scheduled payment holds in this
field.

Status Displays the Status of the invoice. Display Only

Approval This Invoice Approval Workflow routes
invoices to designated individuals for approval.
(DOT is not using Approval Workflow
functionality at this time.)

Distribution Total Displays the sum of the invoice distribution Display Only
amounts.

Accounted Displays Yes or No to indicate if the journal  |Display Only
entry information for the invoice has been
successfully accounted.

Desc Displays the invoice Description. Display Only

4. Select (I) Save.

5. If using MarkView, select (I) Save on the MarkView toolbar if any changes were made to

the image.

6. Match to a Purchase Order or Receipt.
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Entering 3-Way Matched Invoices

Enter Transaction Events

Use 3-Way Matching to match an Invoice to a Purchase Order with a Receiving Report. You
make the decision to use 3-Way Matching when you enter the Purchase Order. For further
information, refer to Issuing Requisitions [PRO1180Z]. If you have made the decision to use
3-Way Matching, you will encounter a hold if you try to invoice against a purchase order,
where no Receiving Report has been entered. When you use 3-Way Matching, you will also
need to use “None” as your transaction code, because the budgetary entries for the accrual were
recorded when the Receiving Report was entered.

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events
Forrm Activity
Transaction Event
Transaction Code H

B Do not display this window again

ENTER TRANSACTION EVENTS

Field Name Comments Required?

Form Activity Enter Matched Invoice. Yes

Transaction Event Three Way Match Yes

Transaction Code Transaction Code must be None for three Way  |Yes
Matched Invoices.
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1. Select (B) OK. The Invoices screen will automatically appear.

2. Ifusing MarkView, select (I) Get Next.

3. Enter Invoice Header information. Use the tab key or scroll bar to navigate through the
Invoices screen.

-
Type  |Supplier  |SupplierNum ||Site  |inwoice Date  |invsice Num ||Imvaice Curr |Invaice Amount
Standardi 1120 'U‘ERMf FRﬁﬁZHdBﬁQ&iWﬂSHIN@ 17-AUG-2002 | BET 3 Way | U_Sﬂ; 1_,I]5EL*

| | |
| | |
| | |
| | |
d ——= 13
A\ 0 X
0.00

Actions... 1

0.00

Halds

Hever Validated.

Not Required

Bayments

Dverview

Match

No |

Purchase Order -

Distributions

INVOICES

Field Name

Comments

Required?

Type

Select PO Default, Standard, or QuickMatch from the |Yes

LOV. The PO Default and Standard allow partial
matching. The QuickMatch option fully matches the
invoice to the distribution of the matched shipments
and automatically creates invoice distributions.

PO Number

Enter the PO Number to be matched using the PO
Number sub-screen. This sub-screen will appear
when the invoice type is PO Default or QuickMatch.

Yes

Supplier

Displays the Supplier name from the purchase order
information when the invoice type is PO Default or
QuickMatch. Enter the Supplier name when using a

Standard invoice.

Yes

Supplier Number

Displays the Supplier Number from the supplier

master file.

Display Only

Site

Displays the Supplier Number from the purchase
order information when the invoice type is PO
Default or QuickMatch. Enter the Supplier site when

using a Standard invoice.

Yes
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Invoice Number  |Enter unique Invoice Number. Yes
Invoice Currency |Displays the Invoice Currency default. Display Only
Invoice Amount Enter the Invoice Amount. Yes
i
|
@:
Withheld Armount Prepaid Amount [ ]| 5L Date Payment Curr || Payment Rate Date| Payment
] INCl17-AUG 2002 |17.a0G2002 | £
] 1 | |
] 1] ] |
] 11 | |
] || | |
! 1 | | | | =
4 ¥
u?.lnf 0.00 | 2
e e Never Validated No i
Not Required i
Actions... | Halds Payments Iatch Purchase Order -
Scheduled Payments Ovepiew Distrbuions
INVOICES (continued using scroll bar)
Field Name [Comments Required?
Withheld Amount|Payables displays the amount withheld from the|No
invoice based on automatic withholding tax
calculations.
|[Prepaid Amount |The sum of prepayment amounts that have been [No
applied to an invoice.
Type of Travel  |Accept the default — “Not Travel Related” — Yes
[Advance unless this is a travel advance or a travel
voucher.
GL Date The GL Date is always the current date. Yes
Payment Curr Displays the Payment Currency. Defaults to  |[Display Only
(USD.
Payment Rate The date the payment rate is effective. Defaults[Yes
Date to current date.
Payment Rate INOT USED BY DELPHI. INo
Type

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Matching Invoices to Purchase Orders and Receipts

Chapter 5 - Page 1

6



=2

Payment Rate | Payment Amount | Freight Amourt | Create Freight Distribution | Distribution Set | Description
1,056.32 =
4 b
= . 0.00|
usp 0.00 e = =
= R Never Validated No
Not Required
Actions... 1 Holds Payrments Mateh Purchase Order v
Scheduled Payments Dvarview Distributions
INVOICES (continued using scroll bar)
Field Name [Comments Required?
Payment Rate INOT USED BY DELPHI [No
Payment Amount  |Invoice amount displayed in payment |Display Only
currency.
Freight Amount The freight amount you want Payables to [No
exclude when Payables calculates the default
discountable amount for an invoice, if you
Exclude from Freight Discount option is
enabled for the supplier site.
Create Freight Check this check box to open the Freight [No
Distribution window. Payables automatically creates a
freight distribution from information you
enter in the Freight window.
Distribution Set |Used to automatically create invoice Yes
distributions when invoice is not matched to
a purchase order or when you do not want to
enter the distributions manually.
Description Enter relevant information for the invoice.  |Yes

Example PO# or IPAC#
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Batch Cantrol Total

Actual Total

Expenditure [tem Date-

Amount Paid

INVOICES (continued using scroll bar)

Field Name Comments Required?
Transaction Code |Displays the Transaction Code. Display Only
Project If Project information is required it may be added in |No

the invoice header when all lines of distribution are
recorded to the same project and accounting string.
Otherwise, insert required project information on
each line of distribution as needed.

Task Enter Task if related to a project. No
Expenditure Type |Enter Expenditure Type if related to a project. No
Expenditure Item |Enter Expenditure Item Date if related to a project.  |No
Date
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=

Expenditure Organization

Rate Type Exchange Date  |Exchangs Rate Functional Currency
1 | uSD JE
1 I 1
1 | 1
1 I 1
1 I 1
I I
4 '
: _ 0.00
usp 0.00/ . = =
e E— Mever Validated No
Hot Required
é@fm Hs.. Haolds Payments IMatch Purchase Order v
Schaduled Payments Eﬁ?we;ﬂew: i [_f.listrl'-hmmﬂsk
INVOICES (continued using scroll bar)
Field Name Comments Required?
Expenditure Enter Expenditure Organization if related to a project. |No
Organization
Rate Type DOT does not use this functionality at this time. Display Only
Field is not available.
Exchange Date DOT does not use this functionality at this time. Display Only
Field is not available.
Exchange Rate DOT does not use this functionality at this time. Display Only
Fields Field is not available.
Functional Displays the Functional Currency. Display Only
Currency
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Batch Contral Total

Actual Total

Amount Paid

INVOICES (continued using scroll bar)

Field Name Comments Required?

Functional Curr Amount  |Enter the Functional Amount or leave blank. |No

Terms Date Enter the current date. Yes

Terms Accept Terms default from the supplier or  |Yes
change using the LOV.

Payment Method Accept Payment Method default from the Yes
supplier or change using the LOV.

Pay Group Displays the Pay Group from the supplier Display Only
master file.

Pay Alone Checkbox enabled based on information from|Display Only
the supplier master file.
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Amount Paid

iy -

Accounted 2l

INVOICES (continued using scroll bar)

Field Name Comments Required?

Discountable Displays the Discountable amount. Display Only

Amount

Date Invoice Accept default or change to appropriate date. Yes

Received

Date Goods Enter date goods are received. No

Received

Prepayment Type |Select Prepayment Type when the invoice type is No
Prepayment.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Matching Invoices to Purchase Orders and Receipts
Chapter 5 - Page 21



&

Settlemert Date | Prepayment PO Number || Tax Calculation | Tax Code || Tax Amaunt Withholding Tax
| None - i -
B | | |
g | ! |
i | | |
0 | | |
I | | | =
&) (4
i : 0.00
usp 0.00 ..| T . —
= : Never Validated No |
Not Required | |
Actions... 1 Halds Payrients Match Purchase Order -
Scheduled Payments Oiatview Distributions
INVOICES (continued using scroll bar)
Field Name Comments Required?
Settlement Date The date after which you can apply a temporary No
prepayment. Applies only to the Prepayment invoice
type.
Prepayment PO Enter an open purchase order number when No
Number associating it with a prepayment. Applies only to the
Prepayment invoice type.
Tax Calculation DOT does not use this functionality. No
Level
Tax Code DOT does not use this functionality. No
Tax Amount DOT does not use this functionality. No
Withholding Tax  |DOT does not use this functionality. No
Group
Document Category |DOT does not use this functionality. No
Name
Document Sequence |DOT does not use this functionality. No
Name
Voucher Number  |DOT does not use this functionality. No
Approved Account |Displays the maximum amount authorized for Display Only
payment against an invoice.
Approval Displays the status of authorization or how to obtain |Display Only
Description further information.
Cancelled By Displays the person who cancelled the invoice. Display Only
Cancelled Date Displays the date of cancellation. Display Only
Cancelled Amount |Displays the original amount of the cancelled invoice. |Display Only
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Liability Account |Accept default of zeros. This field will be populated |Display Only
at the distribution level.

Liability Accept default of “NOT APPLICABLE”. This field |Display Only

Description will be populated at the distribution level.

Batch Name Displays the Batch Name if entered as an invoice Display Only
batch.

Display Only Region

Amount Paid Displays the amount that has been paid on the Display Only

invoice. If the invoice has a payment currency, then
it is also displayed.

Holds Displays the number of invoice holds. Payables does |Display Only
not include the Hold All Payments or scheduled
payment holds in this field.

Status Displays the Status of the invoice. Display Only

Approval Displays the Invoice Approval Workflow that routes |Display Only
invoices to designated individuals for approval.

Distribution Total  |Displays the sum of the invoice distribution amounts. |Display Only

Accounted Displays Yes or No to indicate if the journal entry Display Only
information for the invoice has been successfully
accounted.

Desc Displays the invoice Description. Display Only

4. Select (I) Save.

5. Ifusing MarkView, select (I) Save on the MarkView toolbar if any changes were made to
the image.

6. Match to a Purchase Order or Receipt.
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Matching Invoices to Purchase Orders

Invoices

Oracle Public Sector Payables
N—Invoice—Entry—Invoices

Invoices

%Emer Transaction Events

@l E=eiiiia8 Linmatched Invoice

Transaction Event ;J

Transaction Code

W Do not display this window

Cancel

1. Select (B) Cancel on the Enter Transaction Event screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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=3
Type  |Supplier  |SupplierMum |Site  ||invoice Date | Invaice Num |lnvsice Curr || Invaice Arourt
- usp =

S e

- k
J-“l i : P 3 = [[,["]J
usD 0.00 e :
2L Never Validated No
Not Required
Actions. . 1 Holds Bayments ~ Match  MPurchase Order -
Scheduled Payments Overview | Distibutions.

2. Find the invoice you want to match to a purchase order.

3. Select the type of document you want to match to from the poplist next to the Match
button. Accept the default Purchase Order.

4. Select (B) Match. The Find Purchase Orders for Matching screen will automatically
appear.
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EFind Purchase Orders for Matching (FEDERAL RAILROAD ADMING
Matching

Type (L : ; nvoice Nurm [

Supplier

FEGE 1120 VERMONT AVE ASSOC W= 52 1148526
Site ‘.JESHINGTONMH ax Registration

Purchase Order

Murm teleas Shigment _

FIND PURCHASE ORDERS FOR MATCHING

Matching Area
Field Name [Comments Required?
Type Defaults to Item. |Display Only

Price Correction |Enable checkbox to record a price increase or decrease. |[No
Use a price correction to record and update the
invoiced unit price of previously matched purchase
order shipments or distributions without adjusting the
quantity billed in order to track price variances.

Invoice Num Enter Invoice number if you are making a price N[
correction.

Supplier Area

[Name Supplier Name [Display Only

[Number Supplier Number Display Only

Site Supplier Site |Display Only

Tax Registration [Supplier Tax Registration Display Only

Purchase Order Area

[Num [Enter the PO Number to be matched to the invoice if |[No

the invoice type is Standard. If PO Default or
QuickMatch was selected as the invoice type the PO
[Number will default.

Release [Enter the Release associated with a blanket purchase  |[No
order.

Line Enter the line item on the purchase order. [No

Shipment Enter the purchase order shipment line number. You |[No

can match an invoice to one or more purchase order
shipment lines.

Ship To Enter the shipment location of the item from the [No
purchase order shipment line.
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Deliver To Enter the deliver to person of the item form the [No
urchase order distribution line.

Project Enter the project of the item from the purchase order  |No

distribution line.

[tem IDOT does not use this functionality at this time. [No

Category Enter purchase order category from the line item on the |[No
urchase order.

[tem Desc Enter the purchase order item description. [No

5. Select (B) Find after entering selection criteria. The Match to Purchase Orders screen will
automatically appear.

'%Match 1o Purchase Orders (FEDERAL RAILROAD ADMIN)

hatch Amount
125.00

Shipment Quantity Purchase Order Allocated

O { Payrment Terms Tax _
Orderad Freight Terms Freight _
Billed B A
Rec

Distributio

MATCH TO PURCHASE ORDERS

Field Name [Comments Required?

[Invoice Amount  |Displays the amount of the invoice you are matching
to the purchase order.
Distribution Displays the sum of the distributions for the invoice [Display Only
mount you are matching to the purchase order.
[Match Checkbox [Enable checkbox to select a shipment and to enter  [Yes
matching data for it. Note that when you check this
box the information in the Shipment Qty display
only region shows the shipment information for the
selected shipment line.
Qty Invoiced [Number of units invoiced. This value defaults from |Yes
the purchase order shipment quantity.

Display Only
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date.

[Unit Price Price per unit. This value defaults from the purchase|Yes
order shipment price. You can update this value at
the shipment level only. You cannot adjust the unit
price if you are matching to an amount-based
urchase order shipment with a unit price of 1.
Match Amount Total currency amount you want to match. Payables [Yes
calculates this value by multiplying the Qty Invoiced
and Unit Price
Allocate Check the Allocate checkbox for the shipments for [No
which you want to prorate tax, freight and
miscellaneous.
PO Number Displays the PO number of the shipment. Display Only
Release Displays the Release associated with a blanket Display Only
urchase order.
Line Displays the purchase order line item number. Display Only
Shipment Displays the purchase order shipment line number. |Display Only
Closed Code Displays the closed status of the purchase order Display Only
shipment line.
Closed Reason Displays the closed reason of the purchase order Display Only
shipment line.
Accounting Date |Displays the accounting date. Defaults to current  |Display Only

previously matched to the selected purchase order

shipment line.

Ship To Location |Displays the Ship To Location on the purchase order |[Display Only
shipment line.
Buyer Displays the buyer on the purchase order. Display Only
Deliver To Displays the deliver To person on the purchase order |Display Only
distribution line.
[tem Num Displays the item number on the purchase order. Display Only
Item Description |Displays the item description on the purchase order. |Display Only
[tem Category Displays the item category on the purchase order.  |Display Only
Project Displays the project on the purchase order Display Only
distribution line.
Last Receipt Displays the last date someone entered receiving Display Only
information for a purchase order shipment in
Purchasing.
Final Match Enable the final match checkbox only if you are N[
certain this is a final match against the related
purchase order and you want validation of the
invoice to finally close it permanently. NOTE:
This action is not recommended. If this checkbox
is enabled, the purchase order or the invoice that
the purchase order is matched to will no longer
be available for modification or cancellation. The
recommendation is to Close the purchase order in
Purchasing rather that enabling this Final Match
checkbox.
Display Only Region
Shipment Quantity Area
UOM Displays the Unit of Measure that you entered with |Display Only
the purchase order shipment line.
Ordered Displays the quantity ordered. Display Only
Billed Displays the total invoice quantity that you have Display Only
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Received Displays the quantity received for a purchase order |Display Only
shipment line. Displays N/A if receipt is not

required.

Accepted Displays the quantity accepted for a purchase order |Display Only
shipment line. Displays N/A if acceptance is not
required.

Distributions The number of distributions for the current purchase [Display Only

order shipment. This is helpful in determining if you
need to match to specific distributions instead of
prorating the match quantity across multiple

distributions.
Purchase Order Area
Payment Terms  |The payment terms associated with the purchase Display Only

order shipment.
Freight Terms The freight terms associated with the purchase order [Display Only
shipment.
Taxable Displays taxable status associated with the purchase |Display Only
order shipment.
Tax Code Tax code associated with the purchase order Display Only
shipment.

Allocated Area

Tax If you have used the Allocate checkbox and window, |Display Only
[Payables displays the amounts you have prorated for
Tax.

Freight If you have used the Allocate checkbox and window, |Display Only
Payables displays the amounts you have prorated for
Freight.

Misc If you have used the Allocate checkbox and window, |Display Only
Payables displays the amounts you have prorated for
Misc.

6. Select (M) Match to save the invoice match to the purchase order shipment line or continue
to match to the purchase order shipment distribution lines by selecting (B) Distribute.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Matching Invoices to Purchase Orders and Receipts
Chapter 5 - Page 29



Contral Amount =23.00=
Actual Amount «23.00=

Match Amount

J
!
!
!
!
!

Distribution Oty

LICih
Crdered

Account Description

Match

SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINIS]

VELEUEER SAFETY AND OPERATIONS, FR.BY 2001.5A1L EXP ADMINIS

MATCH TO PURCHASE ORDERS DISTRIBUTIONS
Field Name [Comments Required?
Control Qty Displays the control quantity in the purchase order  |Display Only
distributions.
Actual Qty Displays the actual quantity matched. IDisplay Only
Control Amount [Displays the control amount in the purchase order Display Only
distributions.
Actual Amount Displays the actual amount matched. [Display Only
Match Checkbox |Enable checkbox to select a distribution and to enter [Yes
matching data for it. Note that when you check this
box the information in the Distribution Qty display
only region shows the distribution information for the
selected distribution line.
[Num Displays the line number for the distribution. |Display Only
Qty Invoiced Enter the quantity invoiced. If this field is left blank [Yes
Matched Amount must be entered.
Unit Price Displays the default from the match made in the Yes
Match to Purchase Orders screen.
Match Amount Enter the matched amount. If this field is left blank [Yes
quantity invoiced must be entered.
Match Account Displays the Match Account for the distribution Display Only
selected.
[Variance Account |Displays the Variance Account for the distribution  |Display Only
selected.
Deliver To Displays the deliver To person on the purchase order |Display Only
distribution line.
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Project

Displays the project on the purchase order distribution
line.

Display Only

Task [Displays the task on the purchase order distribution [Display Only
line.

Expenditure Type |Displays the expenditure type on the purchase order [Display Only
distribution line.

Expenditure Item |Displays the expenditure item date on the purchase  |Display Only

Date order distribution line.

Display Only Region

Distribution Qty Area

UOM Displays the Unit of Measure that you entered with  |Display Only
the purchase order shipment line.

Ordered Displays the quantity ordered. Display Only

Billed Displays the total invoice quantity that you have Display Only
previously matched to the selected purchase order
shipment line.

Delivered Displays the quantity received for a purchase order  [Display Only
shipment line. Displays N/A if receipt is not required.

Account Description Area

Match Displays the Match Account for the distribution Display Only
selected.

Variance Displays the Variance Account for the distribution  [Display Only

selected.

7. Select (B) Match to save the distribution match.

8. If a prepayment is going to be applied to this invoice, enter additional invoice distributions

to reverse the budgetary accounts.
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Matching Invoices to Receipts

Invoices

Oracle Public Sector Payables
N—Invoices—Entry—Invoices

Invoices

%Emer Transaction Events

@l E=eiiiia8 Linmatched Invoice

Transaction Event ;J

Transaction Code

W Do not display this window

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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=

Type || Supplier  |Supplier Num ||Site  |imoice Date  |lnvoice Num || Invaice Curr |Inveice Amount

) usD =
4 3
i . = 0.00
usp 0.00 — - — —
ot L Never Validated No
Not Required
;@tﬂ&n& 1 Holds "E?gmsnts Match Purchase Order ¥
:E'ghséu}sd.-?agﬂmewi*s.a Clvapiew Distributions

2. Find the invoice you want to match to a purchase order.

Match button.

Select Receipt as the type of document you want to match to from the poplist next to the

Select (B) Match. The Find Receipts for Matching screen will automatically appear.
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%Find Receipts for Matching (FEDERAL RAILROAD ADMIN)

Matching

Type

Supplier

Mame

Purchase Order

Iurn

1120 VERMONT AVE ASSOC
WASHINGTON 1461

ship To ([T
il of Lading [ | D

Find

istration

521148526

shipment !

Mumber

yhizaisil [

i Clear Cancel i

FIND RECEIPTS FOR MATCHING
Matching Area
Field Name [Comments Required?
Type Defaults to Item. |Display Only
Price Correction  |Enable checkbox to record a price increase or decrease. Use a [No

price correction to record and update the invoiced unit price of

previously matched purchase order shipments or distributions

without adjusting the quantity billed in order to track price

variances.
Invoice Num [Enter Invoice number if you are making a price correction. [No
Supplier Area
[Name Supplier Name [Display Only
[Number Supplier Number Display Only
Site Supplier Site |Display Only
Tax Registration  [Supplier Tax Registration Display Only
Purchase Order Area
[Num Enter the PO Number to be matched to the invoice if the [No

invoice type is Standard. If PO Default or QuickMatch was

selected as the invoice type the PO Number will default.
Release [Enter the Release associated with a blanket purchase order.  [No
Line Enter the line item on the purchase order. [No
Shipment Enter the purchase order shipment line number. You can [No

match an invoice to one or more purchase order shipment

lines.
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Receipt Num Enter the receipt number. [No
Packing Slip Enter the packing slip number from the receipt. [No
[tem IDOT does not use this functionality at this time. [No
Supplier Item DOT does not use this functionality at this time. [No
Receipt Date Enter the date of the receipt. [No
Shipped Date Enter the shipped date from the receipt. [No
Ship To Enter the shipment location of the item from the receipt. [No
Bill of Lading Enter the bill of lading from the receipt. [No
Category [Enter purchase order category from the line item on the [No
urchase order.
Container [Enter the container on the receipt. [No
Deliver To Enter the deliver to person of the item from the receipt. [No
Waybill/Airbill Enter the Waybill/Airbill from the receipt. [No
[tem Desc Enter the purchase order item description. [No
Project Enter the project of the item from the purchase order [No
distribution line.

5. Select (B) Find after entering selection criteria. The Match to Receipts screen will
automatically appear.

E Al X

od

= Match to Receipts (FEDERAL RAILROAD ADMIN)
L

[ = A e 100.00 Distribution Total  gLIIEI
[t

W JOM | Oty lrvoiced Unit Price || Match Amount Feceipt Line Mum
WSS EACH  §100 1 100.00 1

[— —— i E—
]

Purchase Order Receipt Quantity

el EACH IOk

nit Price
-l PROMPT NET

MATCH TO RECEIPTS

[Field Name [Comments Required?

[nvoice Amount Displays the amount of the invoice you are matching to the [Display Only
urchase order.
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Distribution Amount |Displays the sum of the distributions for the invoice you are |Display Only
matching to the purchase order.
Match Checkbox [Enable checkbox to select a shipment and to enter matching [Yes
data for it. Note that when you check this box the
information in the Shipment Qty display only region shows
the shipment information for the selected shipment line.
UOM Displays the Unit of Measure. Display Only
Qty Invoiced [Number of units invoiced. This value defaults from the [Yes
unbilled quantity for this receipt.
Unit Price Price per unit. This value defaults from the purchase order [Yes
shipment price. You can update this value at the shipment
level only. You cannot adjust the unit price if you are
matching to an amount-based purchase order shipment with
a unit price of 1.
Match Amount Total currency amount you want to match. Payables Yes
calculates this value by multiplying the Qty Invoiced and
Unit Price
Allocate Check the Allocate checkbox for the shipments for which ~ |No
you want to prorate tax, freight and miscellaneous.
Receipt Number Displays the receipt number. Display Only
Receipt Line Num  [Displays the receipt line number. Display Only
Transaction Date Displays the receipt date. Display Only
Release Num Displays the Release associated with a blanket purchase Display Only
order.
PO Line Displays the purchase order line item number. Display Only
Shipment Num Displays the purchase order shipment line number. Display Only
Closed Code Displays the closed status of the purchase order shipment  [Display Only
line.
Closed Reason Displays the closed reason of the purchase order shipment [Display Only
line.
Inventory Org Displays inventory organization from the receipt. Display Only
Accounting Date Displays the accounting date. Defaults to current date. Display Only
Item Num Displays the item number on the purchase order. Display Only
[tem Description Displays the item description on the purchase order. Display Only
[tem Category Displays the item category on the purchase order. Display Only
Supplier Item DOT does not use this functionality at this time. Display Only
Ship To Location Displays the Ship To Location on the purchase order Display Only
shipment line.
Buyer Displays the buyer on the purchase order. Display Only
Deliver To Displays the deliver To person on the purchase order Display Only
distribution line.
Bill of Lading Displays the bill of lading from the receipt. Display Only
Packing Slip Displays the packing slip from the receipt. Display Only
Container Displays the Container from the receipt. Display Only
Waybill Airbill Num [Displays the Waybill Airbill number from the receipt. Display Only
Project Displays the project on the purchase order distribution line. |Display Only
Shipped Date Displays the shipped date from the receipt. Display Only
Freight Carrier Displays the freight carrier from the receipt. Display Only
Display Only Area
Purchase Order Area
UOM Displays the Unit of Measure that you entered with the Display Only

urchase order shipment line.
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Qty Ordered Displays the quantity ordered. Display Only

Unit Price Displays the unit price for a purchase order shipment line.  |Display Only

Payment Terms The payment terms associated with the purchase order Display Only
shipment.

Freight Terms The freight terms associated with the purchase order Display Only
shipment.

Taxable Displays taxable status associated with the purchase order [Display Only
shipment.

Tax Code Tax code associated with the purchase order shipment. Display Only

Distributions The number of distributions for the current purchase order [Display Only
shipment. This is helpful in determining if you need to
match to specific distributions instead of prorating the match
quantity across multiple distributions.

Receipt Quantity Area

UOM Displays the Unit of Measure that you entered with the Display Only
receipt.

Billed Displays the total invoice quantity that you have previously [Display Only
matched to the selected purchase order shipment line.

Received Displays the quantity received for a purchase order shipment|Display Only
line. Displays N/A if receipt is not required.

Returned Displays the quantity returned for a purchase order shipment|Display Only
line.

[Net Received Displays the difference between quantity received and Display Only
returned.

Accepted Displays the quantity accepted for a purchase order Display Only
shipment line. Displays N/A if acceptance is not required.

Allocated Area

Tax [f you have used the Allocate checkbox and window, Display Only
Payables displays the amounts you have prorated for Tax.

Freight [f you have used the Allocate checkbox and window, Display Only
Payables displays the amounts you have prorated for
Freight.

Misc [f you have used the Allocate checkbox and window, Display Only
Payables displays the amounts you have prorated for Misc.

6. Select (B) Match to save the invoice match to the receipt or continue to match to receipt

distribution lines by selecting (B) Distribute.
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ntrol Amount  fRLEEIT
R E 100.00

batch (RN fatch Account Wariance Account

] 50.00/{2710152000.2000.520127 10152000.2000.5201
25.00/12710700000.2001.0902 {27 10700000.2001.0902
¥ERI] £ 27 10700000.2001.0901 {27 10700000.2001.0901

Distribution Qty
Ordered EACH
Billed EACH

Delivered EACH

MATCH TO RECEIPT DISTRIBUTION

[Field Name [Comments Required?

Control Qty Displays the control quantity in the purchase order distributions. |Display Only
Actual Qty Displays the actual quantity matched. |Display Only
Control Amount |Displays the control amount in the purchase order distributions. [Display Only
Actual Amount |Displays the actual amount matched. |Display Only

Match Checkbox |Enable checkbox to select a distribution and to enter matching  [Yes
data for it. Note that when you check this box the information in
the Distribution Qty display only region shows the distribution
information for the selected distribution line.

[Num Displays the line number for the distribution. [Display Only

UOM Displays the Unit of Measure that you entered with the purchase [Display Only
order shipment line.

Qty Invoiced Enter the quantity invoiced. If this field is left blank Matched  |Yes
Amount must be entered.

Unit Price Displays the default from the match made in the Match to Yes
Purchase Orders screen.

Match Amount |Enter the matched amount. If this field is left blank quantity Yes
invoiced must be entered.

Match Account |Displays the Match Account for the distribution selected. Display Only

Variance Displays the Variance Account for the distribution selected. Display Only

Account

Deliver To Displays the deliver To person on the purchase order distribution |Display Only
line.

Project Displays the project on the purchase order distribution line. Display Only
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Task Displays the task on the purchase order distribution line. Display Only

[Expenditure [Displays the expenditure type on the purchase order distribution [Display Only

Type line.

[Expenditure Item|Displays the expenditure item date on the purchase order Display Only

Date distribution line.

Display Only Area

Distribution Qty Area

Ordered Displays the quantity ordered. Display Only

Billed [Displays the total invoice quantity that you have previously Display Only
matched to the selected purchase order shipment line.

Delivered [Displays the quantity received for a purchase order shipment line.|Display Only
Displays N/A if receipt is not required.

Account Description Area

Match Displays the Match Account for the distribution selected. Display Only

Variance Displays the Variance Account for the distribution selected. Display Only

7. Select (B) Match to save the distribution match.

8.
to reverse

the budgetary accounts.

If a prepayment is going to be applied to this invoice, enter additional invoice distributions
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Lab 1: Matching Invoices to a Basic Purchase Order: Two - Way
Matching

Instructions

DOT - Transp Admin Service Center completed a portion of the accounting services for
$17,000 and has billed your agency. You have received the following invoice with information
including the Purchase Order number. Enter the invoice into the accounting system using the
PO Default invoice type.

When entering the Invoice Batch header screen create the Control Total to indicate that 2
invoices will be entered within the batch and the Control Amount to be the sum of Lab 1
($17,000) and Lab 2 ($52,599).

INVOICE
Invoice #: (Unique Identifier)-TASC02051
Date: Current Date
PO #: TAXC02051
Supplier Name: DOT-Transp Admin Service Center
Supplier Site: Washington1544
Description: Accounting Services

Date Invoice Received: Yesterday's Date
(Date stamped when received in mailroom)

Total Due: $17,000
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Lab 1 Solutions: Matching Invoices to a Basic Purchase Order:
Two-Way Matching

1. Change your responsibility to Oracle Payables.
M — File — Switch Responsibility — AP DELPHI Controller
2. Navigate to the Invoices window.

N — Invoices — Entry — Invoices Batches

Create Accounting Approve 1

3. Inthe Invoice Batches window, enter a unique Batch Name. Control Total for Labs 1 & 2
and Control Amount that will be the sum of Labs 1 & 2. Validate that your Invoice
Batches window appears similar to the one above. Select (B) Invoices.
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Lab 1 Solutions: Matching Invoices to a Basic Purchase Order:
Two-Way Matching

8% Enter Transaction Events XA X
Transaction Event
Transaction Code EJ

M| Do not display this window again

4. In the Enter Transaction Events window, select the following from the LOV:
e Form Activity: Matched Invoice
e Transaction Event: Two Way Matched Invoice
e  Transaction Code: B302D-AP Inv

5. Select (B) OK.

6. The Invoices window will appear. In the Type field, select PO Default as the Invoice
Type. A window will popup cueing you to enter the PO number in which you are
matching. Enter the PO number and select (B) OK.

7. The Supplier and Supplier Site will default from the PO identified. Verify that these are
correct.

8. Enter the current date as Invoice Date or tab through the field allowing the current date to
be the default.
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Lab 1 Solutions: Matching Invoices to a Basic Purchase Order:
Two-Way Matching

9. Enter the Invoice number (<Unique Identifier>-TASC02051).
10. In the Amount field, enter the total due of the invoice ($17,000).

11. In the Descriptive Flexfield, which is used for travel related documents, accept the default
that the invoice is "Not Travel Related".

12. Enter a description of the services invoiced in the Description field.
13. Enter the date received (date-stamped) for Invoice Date Received.

14. Validate that your window appears similar to the one displayed below:

|2 Invaices (FEDERAL RAILROAD ADMIN - FRA-MATCHED INVOICES BATCH 02059
Batch Contral Total

Imeoice Mum
LAB-TASCD2051

Amount Paid

usof  om

15. Ensure the Match default is Purchase Order for Two-Way Matching. This is located next
to (B) Match. Select (B) Match..
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Lab 1 Solutions: Matching Invoices to a Basic Purchase Order:
Two-Way Matching

% Find Pur: Qrders for Matching (FEDERAL RAIL
Matching

T I TEM M| Erice Correction Invoice Mum _
Supplier

UETE S DOT-TRANSP ADMIN SERVICE CENTER Wl =1a5 2 2 211023
S WASHINGTON1544 a: istration

Purchase Order

IS TAS C02051 reieace [ L S stipment ([N

[term _ Category [tern Desc _

16. Oracle Payables displays the Find Purchase Orders for Matching window. The Supplier
information will default from the supplier selected at the invoice header. Enter the PO
number to be matched if not defaulted. Select (B) Find.

17. In the Match to Purchase Orders window, select the checkbox on the left side of the
window that coordinates with the shipment to be matched.

18. Adjust the Quantity Invoiced to the amount displayed on the invoice. After changing the
amount, use the tab key to move to the next field. This will automatically adjust the Match
Amount.

19. Validate that your window appears similar to the one displayed below:
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Lab 1 Solutions: Matching Invoices to a Basic Purchase Order:
Two-Way Matching

% Match to Purcha rders (FEDERAL RAILROAD ADMIN

Invoice Amount 17000 Distribution Total 17,000.00
W Gty Invoiced Lnit Price Match Armount PO Mumber Release

[ |

| STANDARD IM
Cirderad  EXaHE ] _

20. Select (B) Match. This will save the match and automatically close the window. Return to
the Invoices window.

21. Verify that the distribution total equals the invoice amount header.
22. Select (B) Distributions to review the distribution line created through the match process.

23. Select (I) Save to ensure the transaction has been saved.
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Lab 1: Creating a Basic Standard Purchase Order

Instructions

Your supervisor has asked you to enter a purchase order for Acme Incorporated. The supplier
site is Santa Barbara. Your agency is planning to purchase services to assist in implementing a
new quality control system.

PO #: <Unique Identifier> - 111

Item Line 1
Type Services &
Supplies
Category Supplies
Description Consulting
Services
Qty 5000
Price 1.00

Shipment lines are created based upon the line items entered. It is not necessary to change the
defaults unless you want to enter multiple shipments for a line or change the default matching
option from 2-Way Matching to 3-Way or 4-Way Matching.

We will not be changing any items in the shipment region. This purchase order will be created
as a 2-Way matched purchase order.

Item Line 1

Distribution Line 1

Destination | Expense

Type

Quantity 5000

Charge 2700700000.2000.0

Account 101050000.4042000
000.25215.6100660
0.0000000000.0000
0000000.000000000
0.0000000000
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Lab 1 Solutions: Creating a Basic Standard Purchase Order in
Oracle Purchasing

1. Change your responsibility to Oracle Purchasing.

M — File — Switch Responsibility — PO DELPHI Controller
2. Navigate to the Enter Purchase Orders window.

N — Purchase Orders — Purchase Orders

3. Inthe Enter Transaction Events screen enter Obligation in the Transaction Event field.
The Transaction Code will default. Select (B) OK.

4. Enter the Purchase Order number (<Unique Identifier>-111).

5. Type of Purchase Order is Standard Purchase Order.

6. Select Acme Incorporated as the supplier and Santa Barbara as the site.
7. Verify the Ship-to and Bill-to fields defaulted. If not choose from LOV.
8. Select Buyer.

9. Select Items Tab.

10. For line 1, enter the Type of Services and Supplies, Category of Services, and Description
of Consulting Services.

11. In the Quantity field enter 5000.

12. In the Price field enter 1.
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Lab 1 Solutions: Creating a Basic Standard Purchase Order in
Oracle Purchasing

13. Validate that your window appears similar to the one displayed.

Buyer Status Total
Description i}
Tra tion Code

ltems

Nur ev  Category Desctiption UOM Quantity  Price Prornised
SERVICES CONSULTING SERWI|EACH 5000 1

@™  MCONSULTING SERVICES

14. Select (B) Shipments.
15. Select (B) Distributions.

16. Enter the distribution as shown in the instructions.

Item Line 1

Distribution Line 1

Destination | Expense

Type

Quantity 5000

Charge 2700700000.2000.0

Account 101050000.4042000
000.25215.6100660
0.0000000000.0000
0000000.000000000
0.0000000000
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Lab 1 Solutions: Creating a Basic Standard Purchase Order in
Oracle Purchasing

17. Validate that your window appears similar to the one displayed below:

E Distributions (FEDERAL RAILREC

Destination

_ Mum  Type Requestar Deliver-Ta Subinventory Cuantity
1] Expense 000

ltem And Shipment Details
Line Nurm [ Shipment Nurr (I Org i FRA NATL ACCTG O
@ | CONSULTING SERVICES

18. Close the distributions window and the shipments window.
19. Save your work.
20. Select (B) Approve.

21. Inthe Approve Document window, select the Reserve checkbox. Deselect the submit for
approval.

22. Select (B) OK.

23. A Note appears "Action completed successfully". Select (B) OK.

24. Select (B) Approve.

25. In the Approve Document window, select the Submit for Approval check box.

26. Select (B) OK.
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Lab 1 Solutions: Creating a Basic Standard Purchase Order in
Oracle Purchasing

27. A Note appears "document has been submitted for approval". Select (B) OK.
28. Verify that that status of your purchase order displays Approved.

29. Write down your purchase order number.
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Lab 2: Matching Invoices to a Basic Purchase Order

Instructions

Acme Incorporated completed the consulting services for $5000 and has billed you. You have
received the following invoice with notes written on it indicating how it should be allocated
against the PO. Enter the invoice into the accounting system using a Standard Invoice Type.

INVOICE
Invoice #: <Unique Identifier>-111
Date: Today
PO#: <Unique Identifier>-111
Terms: Prompt Immediate
Supplier Name: ACME Incorporated
Supplier Site: Santa Barbara
Description: Consulting Services
Date Invoice Received: Today’s Date

Total Due: $5000
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Lab 2 Solutions: Matching Invoices to a Basic Purchase Order

1.

8.

9.

Change your responsibility back to Oracle Payables.

M — File — Switch Responsibility — AP DELPHI Controller
Navigate to the Invoices window

N — Invoices — Entry — Invoices Batches

In the Enter Transaction Events screen select the following from the LOV: Form Activity
= Matched Invoice, Transaction Event = Two Way Matched Invoice, and Transaction
Code = B302D-AP INV. Select (B) OK.

In the Type field, select Standard as the invoice type.
Enter the Supplier and Supplier Site.

As the invoice is dated Today, tab through the invoice date field allowing the current date
to be the default.

Enter the Invoice number (<Unique Identifier>-111).
In the Amount field, enter the total due of the invoice ($5000).

Enter a description of the items invoiced in the Description field.

10. Enter current date for Date Invoice Received.
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Lab 2 Solutions: Matching Invoices to a Basic Purchase Order

11. Validate that your window appears similar to the one displayed below:

=
Type Supplier Supplier Num || Site Invoice Date Imvoice Mum || Invoice Curr || Invaice Amount
Standard JACME INCOF555889785 SANTA B 10-APR-2002 TW-111 usp 5,000.0=
4 ’
! I [
0.00,
uSD 0.00 . :
Never Approved No
Actions... 1 Halds anment:s- tdatch Purchase Order b
Sgheduled_Payme_nts Ovawiew Distributinn's

12. Select (B) Match.
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Lab 2 Solutions: Matching Invoices to a Basic Purchase Order

% Find Purc atching (FEDERAL RAILR: ADMIM) L
Matching

Type (0 B Price Correction Invaice Murm _
Supplier

Narme INCORPORATEL ll _J
Site [ \ ) E ation

Purchase Order

T TW 111 reiease [ Ure RS shipment [

13. Oracle Payables Displays the Find window. Enter your search criteria to find the PO you
just created.
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Lab 2 Solutions: Matching Invoices to a Basic Purchase Order

14. Select (B) Find.

15. In the Match to Purchase Orders window, select the check boxes on the left for line 1.
Oracle Payables activates the Qty Invoiced field.

16. Enter a Qty Invoiced of 5000 for line 1.

17. Validate that your window appears similar to the one displayed below:
ADMIN

" 1|

hatch Amaount
5,000.00 |

Shipment Quantity Purchase Order Allocated

Lo =R | PROMPT NET '
s ok

18. Select (B) Match.

19. The match window closes automatically.

20. Verify that the distribution total equals to the invoice amount.

21. Select (B) Distributions to review the distribution lines created through the match process.

22. Save your work.
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Lab 3: Creating a Standard Purchase Order in Oracle
Purchasing

Instructions

Your supervisor has asked you to enter a purchase order for Acme Incorporated. The supplier

site is Santa Barbara. Your agency is planning to purchase 50 units of office supplies totaling
$2120.00.

Three different lines are entered for the office supplies. Each line is entered separately for
different items purchased.

Note: Complete each line, shipment and distribution before starting the next line.

Item Line 1 Item Line 2 Item Line 3
Type Services & Services & Services &
Supplies Supplies Supplies
Category Supplies Supplies Supplies
Description Case of 3 Ring Extension Cords Paper
Binders
Qty 18 12 20
Price 100.00 10.00 10.00

Shipment lines are created based upon the line items entered. It is not necessary to change the
defaults unless you want to enter multiple shipments for a line or change the default matching
option from 2-Way Matching to 3-Way Matching.

We will not be entering multiple shipments or changing the matching option.
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Lab 3: Creating a Standard Purchase Order in Oracle
Purchasing

Distribution lines are as follows:

Item Line 1

Item Line 2

Item Line 3

Item Line 3

Distribution Line
1

Distribution Line
1

Distribution Line
1

Distribution Line
2

Destination | Expense Expense Expense Expense

Type

Quantity 18 12 12 8

Charge 2700700000.2000. | 2700700000.2000. | 2700700000.2000. | 2700700000.2000.

Account 0101050000.40420 | 0101050000.40410 | 0101050000.40420 | 0101050000.40410
00000.26960.6100 | 00000.26170.6100 | 00000.26960.6100 | 00000.26960.6100
6600.0000000000. | 6600.0000000000. | 6600.0000000000. | 6600.0000000000.
00000000000.0000 | 00000000000.0000 | 00000000000.0000 | 00000000000.0000
000000.000000000 | 000000.000000000 | 000000.000000000 | 000000.000000000
0 0 0 0

The 20 units of paper were ordered for 2 different organizations. This is why there are 2

distribution lines for item 3.
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle
Purchasing

1. Change your responsibility to Oracle Purchasing.

M — Special — Switch Responsibility — PO DELPHI Controller
2. Navigate to the Enter Purchase Orders window.

N — Purchase Orders — Purchase Orders

3. Inthe Enter Transaction Events screen enter Obligation in the Transaction Event field.
The Transaction Code will default. Select (B) OK.

4. Enter the Purchase Order number (<Unique Identifier>-1000).

5. Type of Purchase Order is Standard Purchase Order.

6. Select Acme Incorporated as the supplier and Santa Barbara as the site.
7. Verify the Ship-to and Bill-to fields defaulted. If not choose from LOV.
8. Select Buyer.

9. Select Items Tab.

10. For line 1, enter the Type of Services and Supplies, Category of Supplies, and Description
of case of 3-ring binders.

11. In the Quantity field enter 18.

12. In the Price field enter 100.
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle
Purchasing

13. Validate that your window appears similar to the one displayed.

(FEDERAL RAILROAD ADMIN - | Pk
- 0 IR S arRawz

ction Code

Type Rev Category Description oM Quand [
SERVICES & SUPPLIES CASE OF 3 RING BIN|EACH|18

™  MBCASE OF 3 RING BINDERS

14. Select (B) Shipments.
15. Select (B) Distributions.

16. Enter the distribution as shown in the instructions.
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle
Purchasing

Item Line 1

Distribution Line
1

Destination | Expense
Type

Quantity 18

Charge 2700700000.2000.

Account 0101050000.40420
00000.26960.6100

6600.0000000000.

00000000000.0000
000000.000000000
0

17. Validate that your window appears similar to the one displayed below:
EZ Distributions (FEDERAL RAILROAD ADMIM) - T-1000
Destination

: Recovery
Subimertory Cluantity Charge Account Rate
18 |2700700000.2000.0101050000.404101

|
|
|
|
]

CEGIEIN SAFETY AND OPERATIONS, FR.BY 200(
Item And Shipment Details

Line Murm _ Shiprment Murm _

[ FICASE OF 3 RING BINDERS

18. Close the distributions window and the shipments window to return to the Purchase Order
screen, select (I) Save.

19. Enter the second line item as shown in the instructions.
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle
Purchasing

¥ - T¥i-1000 e
YpE Created
iar Site Contact
s Bill-To Currency
Buyer ] =l Incomplete

Description

Categary Descrition oM Cluantity Price Fromised
SUPPLIES CASE OF 3 RING BIN|EACH 18 1I]I]_

SUPPLIES EXTENSION CORDS |EACH|12 10

G | |EXTENSION CORDS

20. Select (B) Shipments.
21. Select (B) Distributions.

22. Enter the distribution for item line 2 as shown in the instructions.

Item Line 2

Distribution Line
1

Destination | Expense
Type

Quantity 12

Charge 2700700000.2000.

Account 0101050000.40410
00000.26170.6100

6600.0000000000.

00000000000.0000
000000.000000000
0
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle
Purchasing

23. Close the distributions window and the shipments window to return to the Purchase Order
screen, select (I) Save.

24. Enter the third line item as shown in the instructions.

25. Validate that your window appears similar to the one displayed below:

rs (FEDERAL RAILROAD ADMIN) - TVY-1000 e
0 SRS Crate
;

=i RN B204 -Udo Wo Ad

=ment

Type ‘Rev  Category Description LIOM  Quand
SERVICES & SUPPLIES CASE OF 3 RING BIN|EACH |18

SERVICES & SUPPLIES EXTENSION CORDS [EACH|12
SERVICES & SUPPLIES PAPER EACH 20

26. Select (B) Shipments.
27. Select (B) Distributions.

28. Enter both distributions for line 3 as shown in the instructions.
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle

Purchasing
Item Line 3 Item Line 3
Distribution Line | Distribution Line
1 2

Destination | Expense Expense

Type

Quantity 12 8

Charge 2700700000.2000. | 2700700000.2000.

Account 0101050000.40420 | 0101050000.40410
00000.26960.6100 | 00000.26960.6100
6600.0000000000. | 6600.0000000000.
00000000000.0000 | 00000000000.0000
000000.000000000 | 000000.000000000
0 0

29. Validate that your window appears similar to the one displayed below:

E Distributions (FEDERA

AL ADMIMN - Twy-1000

Destination

Reserved
FRecovery

Cluantity Charge Account Rate
12 2700700000.2000.0101050000.404201|0

8 2700700000.2000.0101050000.404 1010

GL Date |
[10.maR2002 T
fo-MAR2002 |- [

~ Mum  ory

Account Description
EET S SAFETY AND OPERATIONS, FR.BY 200(
IR S SAFETY AND OPERATIONS, FR.BY 2000
ltem And Shipment Details

Line Mum Shipment Mum !

[tem

30. Save your work and close the windows until the Purchase Order Header is displayed.

31. Select (B) Approve.
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Lab 3 Solutions: Creating a Standard Purchase Order in Oracle
Purchasing

32.

33.

34.

35.

36.

37.

38.

39.

40.

In the Approve Document window, select the Reserve checkbox. Deselect the submit for
approval check box.

A Note appears "Action completed successfully". Select (B) OK.

Select (B) Approve.

Select (B) OK.

Select (B) Approve.

In the Approve Document window, select the Submit for Approval check box.
Select (B) OK.

Verify that the status of your purchase order displays Approved.

Write down your purchase order number.
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Lab 4: Matching Invoices to Purchase Order Shipments

Instructions

Acme Incorporated has shipped 18 units of line 1 and 6 units of line 2 that you ordered (in a
previous lab) and has billed you for them. You have received the following invoice with notes
written on it indicating how it should be allocated against the PO. Enter the invoice in the
Account Payable system.

INVOICE
Invoice #: <Unique Identifier>-1000
Date: Today
PO#: N/A
Terms: Prompt Immediate
Supplier Name: ACME Incorporated
Supplier Site: Santa Barbara
Description: Entire shipment of 3-ring binders and 6 extension cords.
Date Invoice Received: Today’s Date
Total Due: $1860
Shipments:
18 units towards shipment 1

6 units towards shipment 2
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Lab 4 Solutions: Matching Invoices to Purchase Order
Shipments

1.

8.

9.

Change your responsibility back to Oracle Payables.

M — Special — Switch Responsibility — AP DELPHI Controller
Navigate to the Invoices window

N — Invoices — Entry — Invoices

In the Enter Transaction Events screen select the following from the LOV: Form Activity
= Matched Invoice, Transaction Event = Two Way Matched Invoice, and Transaction
Code = B302D-AP INV. Select (B) OK.

In the Type field, select PO Default as the invoice type.

When the system prompts you for a PO number, enter your PO number from a previous
lab. (Must be exactly as in the PO).

Oracle Payables displays the supplier and supplier site.

As the invoice is dated Today, tab through the invoice date field allowing the current date
to be the default.

Enter the Invoice number (<Unique Identifier>-1000).
In the Amount field, enter the total due of the invoice ($1860.00).

Enter a description of the supplies invoiced in the Description field.

10. Enter current date for Date Invoice Received.
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Lab 4 Solutions: Matching Invoices to Purchase Order
Shipments

11. Validate that your window appears similar to the one displayed below:

=

Type Supplier Supplier Mum || Site Invoice Date Invaice Mum | Invoice Curr || Invoice Amount

PO Defau | ACME INCO}555889785 SANTA Bl 10-APR-2002 TW-1000 uso 1,860.0=
4 r
A\ 0 B .

- 0.00

usD 0.00

: Hever Approved No

Actions.. 1 Holds Payments Idatch B Purchase Order i
Scheduled Payments Overiiew Distributions

12. Select (B) Match.
13. Oracle Payables Displays the Find window. Enter your search criteria.
14. Select (B) Find.

15. In the Match to PO window, select the check boxes on the left for lines 1 and 2. Oracle
Payables activates the Quantity Invoices field.
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Lab 4 Solutions: Matching Invoices to Purchase Order
Shipments

16. Enter a Quantity of 18 for shipment line 1.

17. In the next shipment line, line 2, enter a quantity invoiced of 6.

18.

19.

20.

21.

22.

-

|
|
|
|

Shipment Quantity Purchase Order

IICIM E'AC Payment Terms
Cirdered ”' i NS

Billed

Select (B) Match.

The match window closes automatically.

Verify that the distribution total equals to the invoice amount.

Select (B) Distributions to review the distribution lines created through the match process.

Save your work.
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Lab 5: Matching Invoices to Purchase Order Shipments and
Distributions

Instructions

Acme Incorporated has shipped 16 more units of the items you ordered, including 4 extension
cords and 12 boxes of paper and has billed you for them. The remainder of the purchase order
is on back order and will be shipped and billed at a later date. You have received the following
invoice with notes written on it indicating how it should be allocated against the PO. Enter the
invoice in the Accounts Payable system.

INVOICE
Invoice #: <Unique Identifier>-2000
Date: Today
PO#: N/A
Terms: Prompt Immediate
Supplier Name: ACME Incorporated
Supplier Site: Santa Barbara
Description: 4 extension cords and 12 boxes of paper.
Date Invoice Received: Today’s Date
Total Due: $160
Shipments:
4 units towards shipment 1
12 units towards shipment 2
7 units to organization 4042000000

5 units to organization 4041000000
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Lab 5 Solutions: Matching Invoices to Purchase Order
Shipments and Distributions

1.

10.

11.

Navigate to the Invoices window.
N — Invoices — Entry — Invoices

In the Enter Transaction Events screen select the following from the LOV: Form Activity
= Matched Invoice, Transaction Event = Two Way Matched Invoice, and Transaction
Code = B302D-AP INV.

This is a standard invoice. Accept the default invoice type.

Enter the supplier name as Acme Incorporated.

Select the supplier site as Santa Barbara.

Accept the default current date.

Enter the invoice number (<Unique Identifier>-2000).

Enter the total due of the invoice in the Amount field ($160).

Enter a description of the supplies invoiced in the Description field.
Enter the current date for the Date Invoice Received.

Validate that your window appears similar to the one displayed below:
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Lab 5 Solutions: Matching Invoices to Purchase Order
Shipments and Distributions

=
Type Supplier Supplier Mum || Site Invoice Date Invoice fum  [lnvoice Curr |} Invaice Amount
Standard FACME INCOR555889785 SANTA B 10-APR-2002 TW-2000 usp 160.0=
4 3
Ao P
: 0 0.00
usp 0.00
Mever Approved No
Actions. 1 Holds Payments Idatch M| Purchase Order -
Sgheduledﬂayments‘ Oiwerview Distributions

12. Select (B) Match.

13. In the Find window enter your PO number and select (B) Find.
14. Select line 2 by selecting the check box to the far left of it.

15. Enter the Quantity Invoiced as 4.

16. Select the check box for the third line.

17. Enter the Quantity Invoiced as 12.

18. Note that the Distribute button is enabled, because the third shipment line had multiple
distributions. This allows you to match an invoice to individual distributions.

19. Validate your window appears similar to the one displayed below:
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Lab 5 Solutions: Matching Invoices to Purchase Order
Shipments and Distributions

Ix,
Jl

g

Distribution Total

PO-'Numben Release

Purchase Order
Pavment Terms
Ordered

Billed

20. Select (B) Distribute.

21. In the Match to PO Distribution window, select the first distribution line and enter the
quantity invoiced as 7 (noted on the invoice for organization 4042000000.

22. In the second distribution line, again select the appropriate check box. Enter the quantity
invoiced as 5 to organization 4041000000.

23. Validate that your window appears similar to the one displayed below:
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Lab 5 Solutions: Matching Invoices to Purchase Order
Shipments and Distributions

Crder Distributions (FEDERAL RAILROAD ADMIMNY

X

E
i
|
I
!
I
J

CIEIETC]

Distribution Oty

24. Select (B) Match. This will save your work and update the quantity billed information.

25. Close the windows and return to the Invoice form. Verify that the distribution total equals
the invoice amount.

26. Select (B) Distributions to review the distributions created by the match process.
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Lab 6: Matching All Purchase Order Shipments - QuickMatch

Instructions

Acme Incorporated has finally shipped the remaining 10 units and therefore has billed you for
them. The shipment was for the balance of the second and third shipment items. You have
received the following invoice with notes written on it indicating how it should be allocated
against the PO. Enter the invoice in the accounts payable system.

INVOICE
Invoice #: <Unique Identifier>-3000
Date: Today
PO#: N/A
Terms: Prompt Immediate
Supplier Name: ACME Incorporated
Supplier Site: Santa Barbara
Description: 2 extension cords and 8 boxes of paper.
Date Invoice Received: Today’s Date
Total Due: $100
Shipments:
2 units towards shipment 2
8 units towards shipment 3
5 units to organization 4042000000

3 units to organization 4041000000
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Lab 6 Solutions: Matching All Purchase Order Shipments -
QuickMatch

1.

10.

1.

12.

13.

Navigate to the Invoices window.
N — Invoices — Entry — Invoices

In the Enter Transaction Event screen select the following from LOV; Form Activity =
Matched Invoice, Transaction Event = Two Way Matched Invoice, and Transaction Code
=B302D-AP INV. Select (B) OK.

In the Type field, select QuickMatch as the invoice type.

When prompted for a PO number, enter your PO number. Oracle Payables displays the
supplier and supplier site.

Accept the default current date.

Enter the invoice Number (<Unique Identifier>-3000).

Enter the total amount of the invoice in the Amount field ($100).
Enter a description of the supplies invoiced in the Description field.
Enter the current date for the Date Invoice Received.

Select (B) Match.

In the Match to PO window, notice how the system defaults the match to be for the
remaining quantity to be billed for the unit price on the purchase order.

Verify the quantity invoiced agrees with the invoice you received.

Validate that your window appears similar to the one displayed below:
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Lab 6 Solutions: Matching All Purchase Order Shipments -
QuickMatch

Allocated

14. Select (B) Match.
15. Save your work.

16. Select (B) Distributions to review the distribution lines created by the match process.
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Lab 7: Entering and Matching a Credit Memo to an Invoice

Instructions

Acme Incorporated has acknowledged overbilling you and sent the following credit. Enter the
credit memo in the Accounts Payable system.

Hint: The accounting for this credit is to reverse the original accounting assigned to the invoice.
Credit Memo

Invoice #: <Unique Identifier>-CM2000

Date: Today

PO#: <Unique Identifier>-111

Terms: Prompt Immediate

Supplier Name: Acme Incorporated

Supplier Site: Santa Barbara

Description: Credit Memo

Date Invoice Received: Today’s Date

Total Due: -$1,000
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Lab 7 Solutions: Entering and Matching a Credit Memo to an
Invoice

1. For this lab you will match a credit memo against the invoice.
2. Navigate to the Invoices window.
N — Invoices — Entry — Invoices

3. Inthe Enter Transaction Events screen select the following from the LOV: Form Activity
= Matched Invoice, Transaction Event = Two Way Matched Invoice, and Transaction Code =
B302D-AP-INV. Select (B) OK.

4. Inthe Type field, enter Credit Memo.
5. Enter your supplier name (Acme Incorporated).

6. The note below is displayed. Select (B) OK.

LAP-10115: Pay
i th

inwoice =14
ot dehit memos.

ou may want to change the payment terms to

7. Select the site for your supplier (Santa Barbara).
8. As the credit memo is dated today, accept the default date.
9. Enter the credit memo number (<Unique Identifier>-CM2000).

10. Enter -1000.00 (enter negative value) in the Invoice Amount field.
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Lab 7 Solutions: Entering and Matching a Credit Memo to an
Invoice

11. Enter a description of the credit in the Description field.

12. In the Terms field, make sure the terms are Prompt Immediate; if they are not, select
Prompt Immediate.

13. Use current date for Date Invoice Received.
14. Select (B) Match.
15. To match this credit memo to the original invoice, enter the invoice number.

16. Validate that your window appears similar to the one displayed below:

E Find Furchase Orders for Matching (FEDERAL RAILEQAD ADMIM)
Matching

i ITEM M|Price Correction Inynice Mum !J
Supplier

-0 ACME INCORPORATED I 555889785
=i |SANTA BARBARA ax Registration

Purchase Order

WIS TV -111 lelease Shipment _

17. Select (B) Find.

18. In the Match to Invoice window, select the check box on the far left of a PO line to select
it. Select line 1.

19. In the Qty Invoiced field for line 1, enter —1000.00 (enter negative value).
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Lab 7 Solutions: Entering and Matching a Credit Memo to an
Invoice

20. Validate that your window appears similar to the one displayed below:

B= Match to Purchase Orders (FEDERAL RAILROAD ADMIN) =

Distribution Total <1,000.00:

= Oty Invoiced hlatch Arnount PO Murber

-1000 <1,000.00> |

Purchase Order

FPayment T

21. Select (B) Match. Select (B) OK to acknowledge the informational message that the
system is starting the match process.

22. Close the window.
23. In the Invoices window, verify that the distribution total is equal to the invoice amount.

24. Select (B) Distributions to view the distribution lines.
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Lab 8: Returning an Invoice to a Supplier

Instructions

You have received an invoice from Acme Incorporated for $75, which includes a price increase
that was not agreed upon in the purchase order. You are returning the invoice to the supplier
for modification of the invoice based upon the original agreed upon price. Once the invoice
header is saved the invoice return information is entered.

The supplier is very prompt in returning a new updated invoice for the correct amount. The
invoice is received 5 days after it is sent. It is now necessary to find the existing invoice header
entered and update the Date Invoice Received. Then you would continue to match the invoice
to the purchase order.

Note: Depending upon the reason for the return it may be necessary to enter fields without
the correct information in order to save the invoice header. Every item except supplier and
supplier site may be modified later when the new invoice is sent.

INVOICE
Supplier Name: ACME Incorporated
Supplier Site: Santa Barbara
Invoice Date: Today’s Date
Invoice Number - <Unique Identifier> - Inv Return
Invoiced Amount: $50
Note: This amount is the agreed upon purchase order price.
Terms: Prompt Net 10

Date Invoice Received: Today’s Date
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Lab 8: Returning an Invoice to a Supplier

INVOICE RETURN
Supplier Name: ACME Incorporated
Supplier Site: Santa Barbara
Invoice Number - <Unique Identifier> - Inv Return
Invoice Returned Date: Today’s Date
UPDATE EXISTING INVOICE

Date Invoice Received: Today’s Date + 5 Days
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Lab 8 Solutions: Returning an Invoice to a Supplier

Step 1: Enter an Invoice (AP Responsibility)

1.

10.

11.
12.
13.

14,

Navigate to the Invoices window.
N — Invoices — Entry — Invoices
Enter Form Activity as Matched Invoice.
Enter Transaction Event as Matched Invoice.
Enter Transaction Code as B302D-AP INV
Select (B) OK.
Accept the default for Invoice Type. This invoice is a standard type invoice.
Enter your Supplier Name — Acme Incorporated.
Enter Supplier Site — Santa Barbara.
Enter the Invoice Number <Unique Identifier> INV RETURN.

Enter 50 in the Invoice Amount field. This is the agreed upon total that matches with the
purchase order.

Enter a Description for the Invoice.
In the Terms field, select LOV Prompt Net 10.
In the Date Invoice Received field, enter Today’s date.

Save the Invoice.
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Lab 8 Solutions: Returning an Invoice to a Supplier

Step 2: Enter Invoice Return Information (AP Fed Admin
Responsibility)

1. Navigate to the Invoice Return window.
N — Payables Management — Invoice Returns
2. Enter the Supplier — Acme Incorporated.
3. Enter the Supplier Site — Santa Barbara.
4. Enter the Invoice Number - <Unique Identifier> - INV RETURN.

5. The Original Invoice Date and Original Invoice Received Date default based on the
Invoice information.

6. Enter the Invoice Returned Date — Today’s Date.
7. Enter Comments — PO & INVOICE AMOUNTS DO NOT MATCH
8. Save the record.
Step 3: Updating Invoice Received Date (AP Responsibility)
1. Navigate to the Invoices window.
N — Invoices — Entry — Invoices
2. Use (B) Cancel to cancel the Transaction Event window. Select (B) OK.

3. Select (M) Query: Find. Enter the Invoice Number - <Unique Identifier> - INV
RETURN. Select (B) Find.

4. Update the Invoice Received Date — Today’s Date + 5 Days.
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Lab 8 Solutions: Returning an Invoice to a Supplier

5. Save the invoice.

Note: At this point you would continue to match the invoice to the purchase order, approve
and pay.
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Entering Credit and Debit Memos

Enter Transaction Events

Oracle Public Sector Payables
N — Invoices — Entry — Invoice Batches

Enter Transaction Events

%Enter Transaction Events

Fili O Unmatched Invoice
ElEEE = Unm atched Invoice
Transaction Code |B302D-AP In

B Do naot display this window again

TRANSACTION EVENTS SCREEN

Field Name Comments Required?
Form Activity Enter Unmatched Invoice for basic invoice.  |Yes
Transaction Event Enter Unmatched Invoice for basic invoice. Yes
Transaction Code Select Transaction Code from LOV. Yes

1. Select (B) OK. The Invoice window will automatically appear.

2. Enter Invoice information. Use the tab key or scroll bar to navigate through the Invoice
window.
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=
Type

Supplier | Supplier Num ||Site  ||invaice Date | Invoice Num || Invoice Curr | Invaice Amaunt
Credit I'HIEJ 1120 VERMI{FRASZ 1148526 {WASHINI| 17 -AUG-2002 BET CR Men’é SO <23.51=
| | I I
1 ] | | !
1 J | | !
1 ] | | !
J | | 1 J I :
4 13
usb 0.00 . | 20
Hever Validated | Ho |
Not Required |
Actions, . 1 Holds Payments. Match Purchase Order =
Scheduled Payments Overvisw, Distributions
INVOICES
Field Name Comments Required?
Type Select Credit or Debit Memo. Yes
Supplier Enter the Supplier name. Yes
Supplier Number The Supplier Number will default from the Display Only
supplier master file.
Site Enter the supplier Site. Yes
Invoice Date Enter the date of memo. Yes
Invoice Number Enter the memo number. Yes
Invoice Currency Displays the Invoice Currency. Display Only
Invoice Amount Enter a negative amount if processing a credit Yes
memo. Enter a positive amount if processing a
debit memo.
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=

Withheld Arnount ] Prepaid Amount. [1]|GL Date Payment Curr | :P;’aatﬁ‘iéli"rli]?’a}é::ﬂé’iﬁ Payment.
NC|17-AUG-2002 USD) - |17 -AUG 2002 5
4 ' 3
e 0.00
Us 0.00 — . ‘
e : Never Validated Ho
Mot Required
g é‘cﬁt‘r&n% = Halds Eaag,rnveetais ; Iatch Purchase Order >
FS'iB_ﬁE‘duhaﬂ'.F-’éymenia f@e;vfiaw Distributions
INVOICES (continued using scroll bar)
[Field Name [Comments Required?
Withheld Amount Payables displays the amount withheld [No
from the invoice based on automatic
withholding tax calculations.
Prepaid Amount The sum of prepayment amounts that  |No
have been applied to an invoice.
Type of Travel Advance |Accept the default — “Not Travel Yes
Related” — unless this is a travel
advance or a travel voucher.
GL Date The GL Date is always the current date. |Yes
Payment Curr Displays the Payment Currency. |Display Only
Defaults to USD.
[Payment Rate Date The date the payment rate is effective. [Yes
[Defaults to current date.
Payment Rate Type INOT USED BY DELPHI. [No
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=

Payment Rate | Payment Amount | Freight Amount | Create Freight Distribution | Distribution Set | Dascription

<2351> |

|
Al

|
Al

|
Al

Actions.. 1

0.00

Tttty

Halds Bayments.

Scheduled Payments Dverview

Not Required

Match

INVOICES (continued using scroll bar)

[Field Name

[comments

Required?

Payment Rate

INOT USED BY DELPHI

INo

[Payment Amount

Invoice amount displayed in payment
currency.

|Display Only

Freight Amount

The freight amount you want Payables
to exclude when Payables calculates the
default discountable amount for an
invoice, if you Exclude from Freight
|Discount option is enabled for the
supplier site.

INo

Create Freight Distribution

Check this checkbox to open the
|[Freight window. Payables
lautomatically creates a freight
distribution from information you enter
in the Freight window.

INo

[Distribution Set

|Used to automatically create invoice
distributions when invoice is not
matched to a purchase order or when
you do not want to enter the
distributions manually.

Yes

Description

[Enter relevant information for the
invoice. Example PO# or IPAC#

Yes

.00/

No

Purchase Order b

Distributions
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=

Transaction Code || Project | Task || Expenditure Type|| Expenditure hem Date| Expenditure Org| Rate Type | Exchange

B302D-AP Inv |
| |
| . |
1 |
| . |
N |
4 ]
USD 0.00 e :| T
- - Never Validated | No |
Not Required |
Actions.. 1 Halds Bayments Match Purchase Order -
‘Scheduled Payments Overiew Distributions
INVOICES (continued using scroll bar)
[Field Name [Comments Required?
Transaction Code Displays the transaction code entered in [Yes
the Enter Transaction Event window.
Project [f Project information is required it may [No
be added in the invoice header when all
lines of distribution are recorded to the
same project and accounting string.
Otherwise, insert required project
information on each line of distribution
as needed.
Task Enter Tax related to a project. [No
Expenditure Type Enter Expenditure Type if related toa  [No
roject.
Expenditure Item Date Enter Expenditure Item Date if related to |[No
a project.
Expenditure Organization [Enter Expenditure Organization if related [No
to a project.
Rate Type IDOT does not use this functionality. [No
[Exchange Date DOT does not use this functionality. [No
[Exchange Rate [DOT does not use this functionality. [No
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Batch Control Total

Actual Total

Tetms
PROMPT HET 30

Amount Paid

) olas Distribition Total

I Mever Validated Accounted [
N ot Required ) Dase

e - Purchass order

:'-"-S; heduled ﬁaﬁ;ﬂﬁen‘l 5 E’i'shil:ru’ti ahs

INVOICES (continued using scroll bar)

Field Name [Comments Required?

Functional Currency Displays the Functional Currency Display Only

Functional Curr Amount  [Displays the Functional Currency |Display Only
amount.

Terms Date Defaults from the Date Invoice Received [Yes

field. This date determines the scheduled
payment date based on the Supplier
terms.

Terms [Accept Terms default from the supplier [Yes
master file or change using the List of
Values.

Payment Method [Accept Payment Method default from the [Yes
supplier master file or change using the
List of Values.
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=

Pay Group [Pay Alone

| Discountable Amourt | Date Invaice Received | Date Goods Received | Prepayment Typs

VENDOR | <23.51> |17-AUG-2002 | 5 =
g ) | |
L .| | |
. J I I
L .| I |
| 1 1 5
A k
o 0.00,
usD, 0.00 I =
. . Never Validated No
Not Required |
Actions... 1 Halds Payments atch Purchase Order -
Scheduled Payments Ovatview Distributions
INVOICES (continued using scroll bar)
[Field Name |C0mments Required?
Pay Group [Displays the Pay Group from the Yes
supplier master file. Change using the
List of Values if necessary.
Pay Alone Checkbox enabled based on Yes
information from the supplier master
file.
Discountable Amount Enter the invoice amount eligible for  |[No
discount. Defaults to the invoice
amount.
Date Invoice Received Enter the Date Invoice Received from [Yes
the supplier. If a date was entered in
the Terms Date field it will default into
this field.
Date Goods Received Enter the Date Goods Received. Yes
Prepayment Type Select the Prepayment Type when the |No
invoice type is prepayment.
Settlement Date The date after which you can applya  [No
temporary prepayment. Applies only to
repayment invoice type.
Prepayment PO Number  [Enter an open purchase order number |No
'when associated it with a prepayment.
Applies only to prepayment invoice
type.
Tax Calculation Level DOT does not use this functionality.  [No
Tax Code IDOT does not use this functionality.  |No
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Tax Amount

DOT does not use this functionality.

Withholding Tax Group

DOT does not use this functionality.

[Document Category Name

DOT does not use this functionality.

[Document Sequence Name

DOT does not use this functionality.

[Voucher Number

DOT does not use this functionality.

INo

Approved

Displays the approved status.

Display Only

[Amount

Use for reference when you put an
invoice on hold for exceeding its
authorized amount. Enter the
maximum amount authorized for
payment.

INo

[Approval Status

[Use for reference when you put an
invoice on hold for exceeding its
authorized amount. Enter the status of
authorization needed or current status
of invoice authorization.

INo

Approval Description

Use for reference when you put an
invoice on hold for exceeding its
authorized amount. Enter the status of
authorization or how to obtain further
authorization.

INo

Cancelled By

Displays person who cancelled the
invoice.

Display Only

Cancelled Date

Displays the date of cancellation.

Display Only

Cancelled Amount

Displays the original amount of the
cancelled invoice.

Display Only

Liability Account

Accept default of zeros. This field is
opulated at the distribution level.

Display Only

Liability Description

[Accept default of “NOT
[APPLICABLE”. This field will be
populated at the distribution level.

Display Only

Batch Name

Displays the Batch Name if entered as
lan invoice batch.

Display Only

DISPLAY ONLY AREA

[Amount Paid

Displays the amount that has been paid
on the invoice. If the invoice has a
payment currency, then it is also
displayed.

Display Only

[Holds

Displays the number of invoice holds.
Payables does not include the Hold All
Payments or Scheduled Payment Holds
in this field.

Display Only

Status

Displays the status of the invoice.

Display Only

[Approval

Display the Invoice Approval
'Workflow that routes invoices to
designated individuals for approval.

Display Only

Distribution Total

Displays the sum of the invoice
distribution amounts.

Display Only

[Accounted

Displays Yes or No to indicate if the
journal entry information for the
invoice has been successfully
accounted.

Display Only

[Desc

Displays the invoice description.

Display Only
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3. Select (I) Save.

4. To enter unmatched distributions:
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Entering Invoice Distributions

Distributions

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity —H
Transaction Event —
Transaction Code —

B Do not display this window again

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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Type  |Supplier || Supplier Num |Site

Invoice Date || Invaice Num | Invaice Curr | Invoice Amount

-

USD. —

e

uso f 0.00

Actions. 1 Hglds

Scheduled Payments

Never Validated

Not Required

E:"g}gmsnt’a

Overview

2. Find the invoice you want to enter distributions for.

0.00,

No

Match [ Purchase Order -

Distributions
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5. To create the distributions by matching to a Purchase Order:
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Matching Credit and Debit Memos to Purchase Orders

Invoices

Oracle Public Sector Payables

N—Invoices—Entry—Invoice Batches

Invoices

= W

&% Enter Transaction Events e

@l E=eiiiia8 Linmatched Invoice

Transaction Event ;J

Transaction Code

B Do not display this window again

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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%Immices (FEDERAL RAILROAD ADMIN)
h Control Total

Actual Total
E Tammy Enter Invoices
Supplier Supplier Mum || Site Invoice Date Invoice MNum Invoice Amount

tandar

I O =4

I N N S

|

Amount Paid
m m Haolds - Distribution Total

S Never Approved Accounted [

2. Find the credit or debit memo you want to match to a purchase order.
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6. To create the distributions by matching to a Receipt:
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Matching Credit and Debit Memos to Receipts

Invoices

Oracle Public Sector Payables
N—Invoices—Entry—Invoices

Invoices

%Emer Transaction Events

@l E=eiiiia8 Linmatched Invoice

Transaction Event ;J

Transaction Code

W Do not display this window

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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%Immices (FEDERAL RAILROAD ADMIN)
h Control Total

Actual Total
E Tammy Enter Invoices
Supplier Supplier Mum || Site Invoice Date Invoice MNum Invoice Amount

tandar

I O =4

I N N S

|

Amount Paid
m m Haolds - Distribution Total

S Never Approved Accounted [

2. Find the credit or debit memo you want to match to a receipt.
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7. To create the distributions by matching to an Invoice:
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Matching Credit and Debit Memos to Invoices

Find Invoices to Match

Oracle Public Sector Payables

N — Invoices — Entry — Invoices

Enter Transaction Events

1. Select (B) Cancel to exit the Enter Transaction Events screen. A caution window appears,
select (B) OK to bypass the window. The Invoices screen will automatically appear.

2. Select (M) View: Find to open the Find Invoices screen. You want to find the credit or
debit memo you want to match to.

3. Enter your search criteria to narrow the search for a particular invoice or group of invoices.
4. Select the credit or debit memo you want to match to

5. From the poplist next to the Match button, select Invoice as the type of document you want
to match to.

6. Select (B) Match. The Find Invoices for Matching screen automatically appears.

&% Find Imvoices for Matching

Imvoice Mumber

Imvoice Amounts
Invoice Dates

FO Murmber

FIND INVOICES FOR MATCHING
Field Name Comments Required?

Invoice Number  |Enter the original Invoice Number to match to the Yes
credit/debit memo.
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Invoice Amounts |Enter the Invoice Amounts. No

Invoice Dates Enter the Invoice Dates. No

PO Number Enter the PO Number that was matched to the original No
invoice.

When you enter a credit/debit memo, you can match it to existing invoice(s) to have Oracle
Public Sector Payables copy the accounting information and create invoice distributions
for the credit/debit memo. You can match the credit memo to multiple invoices, and at
different levels of detail. Your available choices depend on whether the original invoice
was matched to a purchase order or not.

7. In the Find Invoices for Matching window, query the invoices you want to match and
select (B) Find. If the credit or debit memo pertains to an invoice matched to a certain
purchase order, query by purchase order number to see all invoices matched to that
purchase order. Oracle Public Sector Payables navigates to the Match to Invoice screen.

s Ma i piCe DERAL RAILROAD AD R (] 1 RMO f ! ()

<23.00> <23.00=
<23.00= | TW 203 09-JUL-2001 16.00 =
|
|
|
| =
Never Approved 16.00
No
tdatch Distribute. .. Invoice Cverview
MATCH TO INVOICES
Field Name Comments Required?
Invoice Amount Displays the Amount of the credit/debit memo. Display Only
Distribution Total Displays the Distribution Total for the match. Display Only
Matching Checkbox |Enable the checkbox to match to an invoice. Yes
Credit Amount Enter the credit/debit amount to be applied to the Yes
invoice.
Invoice Number Displays the number of the invoice to be matched. |[Display Only
Invoice Date Displays the date of the invoice to be matched. Display Only
Invoice Amount Displays the amount of the invoice to be matched. |Display Only
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PO Number Displays the PO Number associated with the invoice [Display Only
to be matched when applicable.

Receipt Number Displays the Receipt number associated with the Display Only
invoice to be matched when applicable.

Description Displays the Description of the selected invoice line. [Display Only

Status Displays the Status of the selected invoice line. Display Only

Unpaid Amount Displays the Unpaid Amount of the selected invoice |Display Only
line.

Posted Displays the Posted status of the selected invoice Display Only
line.

8. Optionally, select (B) Invoice Overview to review more information about an invoice.
9. Select (B) Distribute to match the memo to a specific invoice distribution.

%Maﬁ:h to Ivoice Distributions (FEDERAL RAILROAD ADMIN) - TW 203 g

Credit Distribution
Iatch Amount Type Amount  Account
4.00 2?1I]152I]I]I].2I]I]I].52I]1I]I]I]I]I]I].9I]13I]i
1.00 2710700000.2001 .ﬂgﬂ1ﬂﬁﬂﬂﬂﬂ.4ﬂﬂﬂﬂ‘i

5.00 {2710700000.2001.0901060000.49999 2

[
I
[
[
[
(|

Description
e EBEE SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINISTRATION FLADMII

PO Mumber Receipt Mumber

MATCH TO INVOICE DISTRIBUTIONS
Field Name Comments Required?
Control Amount Displays the amount of the credit/debit memo. Display Only
Actual Amount Display the total amount of the distribution lines  |Display Only
matched to the memo.
Match Checkbox Enable checkbox to match to a line of distribution. |Yes
Credit Amount Enter the amount to be credited to the distribution |Yes
line.
Type Display the distribution type. Display Only
Distribution Amount  [Displays the amount for the distribution line. Display Only
Account Displays the accounting string for the distribution |Display Only
line.
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Description Displays the Description of the items for the Display Only
distribution line selected.

Account Description Displays the accounting string description of the  [Display Only
distribution line selected.

PO Number Displays the PO Number associated with the Display Only
distribution line selected, if applicable.
Receipt Number Displays the receipt number associated with the Display Only

distribution line selected.

10. Select (B) Match to create invoice distribution for the credit or debit memo based on the
matches you have made.

Note: If this is a G schedule and the reclassification is for a prior year within the same
fund value, select Y for the PYR Exclusion? descriptive flexfield located on the Invoice
distribution.
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Reviewing and Maintaining

e Identifying and resolving Matching issues

e Adjusting purchase order matched invoices
Identifying and Resolving Matching Issues

e  Submit the Invoice on Hold Report each day to identify which invoices are on hold.
Adjusting Purchase Order Matched Invoices

e If you accidentally matched to the wrong purchase order, shipments, distributions, or
receipt, you can reverse matched distributions and create new distributions by
matching to new purchase order, shipments or distributions of the same purchase order
or of another purchase order or a different receipt. If you add or reverse invoice
distributions you must also change the scheduled payment amounts to match the new
invoice total, or Oracle Payables will place holds on the invoice during approval.

®  You can adjust the Account field of a purchase order matched invoice distribution.
The Account can be changed only if you have not yet posted the invoice and if you
have selected the Allow Matching Account Override Payables option.

e If asupplier submits a supplementary invoice for a change in unit price for an invoice
you have matched to a purchase order, use a price correction to adjust the invoiced
unit price of previously matched purchase order shipments or distributions without
adjusting the quantity billed.
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Summary

In this lesson you should have learned how to do the following:
e  Match an Invoice to a PO shipment or distribution
e  Match an Invoice to a receipt
e Review matching exceptions

e Adjust PO-matched invoices
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Entering Basic Invoices

Chapter 6
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Entering Basic Invoices

Section Objectives
At the end of this section, you should be able to:
e Enter a basic invoice
e Enter a Distribution Set and apply it to an invoice

e Validating Invoices, using the AP Previewer responsibility
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Entering Invoices

Receive invoices Enter invoice Match to PO
\fg«‘}""
Approve invoice View invoice
-IL o,
Post invoice l Pay invoice

File invoice
= #

Overview

You can enter invoices in the Invoices window.

Copyright Oracle Corporation. All Rights Reserved. Property of U.S. Department of Transportation.

Entering Basic Invoices
Chapter 6 - Page 3



Oracle Payables Invoice Types

Type Description

Standard An invoice from a supplier representing an amount due for
goods or services purchased. Standard invoices can be
either matched to a PO or not matched.

Credit memo A memo from a supplier representing a credit amount
toward goods or services for which you have already been
invoiced

Debit memo An invoice you enter to record a credit for a supplier who

does not send you a credit memo

Expense Reports An invoice representing an amount due to an employee for
business-related expenses

PO Default An invoice you enter for matching to a purchase order.
You enter a PO number, and Oracle Payables
automatically provides supplier information.

Prepayments A type of invoice you enter to pay an advance payment for
expenses to a supplier or employee

QuickMatch An invoice you enter for matching to a purchase order.
You enter a PO number, and Oracle Payables
automatically provides supplier information and matches
to each shipment on the purchase order.

Mixed An invoice you enter for matching to both purchase orders
and invoices. You can enter either a positive or a negative
amount for a Mixed Invoice.
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Entering Invoice Information

Invoice

BASIC
| Invoice information |

|Supplier information|

| Default information |

DETAIL

|Schedu|ed payments|

| Invoice distribution |

Overview

At a very basic level, invoices are entered, approved, paid, and posted. Therefore, basic invoice
processing requires the following actions:

e Entry of header information including invoice type, supplier name, supplier site,
invoice number, invoice date, and invoice amount.

e Entry of invoice payment details including payment terms and payment method.

e Entry of invoice accounting details, including the Accounting Flexfield (AFF) charge
account or project information to which the invoice is charged.
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Entering Unmatched Invoices

Enter Transaction Events

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity
Transaction Event
Transaction Code

B Do naot display this window again

ENTER TRANSACTION EVENTS
Field Name Comments Required?
Form Activity Select Unmatched Invoice from LOV. Yes
Transaction Event Select Unmatched Invoice from LOV. Yes
Transaction Code Accept default Transaction Code or change to  |Yes

the appropriate code using the LOV.

1. Select (B) OK. The Invoices screen will automatically appear.
2. If using MarkView, select (I) Get Next.

3. Enter Invoice Header information. Use the tab key or scroll bar to navigate through the
Invoices screen.
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=

Type Supplier || Supplier hum | Site Invoice Date | Invoice Num | Invaice Curr [ invaice Amount

1120 ‘U'ERM'_ FRAS21148526 [ WASHINI{15-AUG 2002 bet 01 usn 850.
| ) | | | |
| | ) | | |
| | ) | | |
| | ) | | |
| | I
4 Lelele L3
e o [ 850,01
UsD 0.00 O : i,
' Hever Validated | No
Mot Required |
Actions. 1 Halds  Bayments - Match Purchase Order
Scheduled Payments | Cerview Distributions
INVOICES
Field Name Comments Required?
Type Enter the invoice Type Yes
Supplier Enter Supplier name. Yes
Supplier Num Defaults the Supplier Number associated with the Yes
supplier selected from the supplier master file or enter
the Supplier Number and the supplier name will default.
Site Select Supplier Site to which you will send payment of |Yes
the invoice.
Invoice Date Enter Invoice Date or use the tab key to default to the |Yes
current date.
Invoice Num Enter unique Invoice Number. Yes
Invoice Curr Displays the Invoice Currency default from the supplier |Display Only
master file.
Invoice Amount Enter the Invoice Amount. Enter a negative amount if |Yes
processing a credit memo.
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Withheld Amount | Prepaid Amount ||[ 1)/ GL Date. Fayment Curr  ||Payment Rate Dat{| Payment Rate Ty|
| (Ngi6JuL 2002 JUSD 16-JUL-2002 | =
A b
usD 000 —E :
- - Never Validated No
Not Required
Actions... 1 Hoss | Peyments Match Purchase Order -
Sgheduled Paymenis | Overview Distributions:
INVOICES (continued using scroll bar)
[Field Name [Comments Required?
Withheld Amount Payables displays the amount withheld from  |[No
the invoice based on automatic withholding tax
calculations.
Prepaid Amount The sum of prepayment amounts that have |Display Only
been applied to an invoice.
Type of Travel Enter Type of Travel Advance in the invoice [Yes
[Advance* descriptive flexfield from the LOV. Default is
‘Not Travel Related’.
GL Date Defaults the GL Date as the current, system  |Yes
date.
Payment Curr Displays the Payment Currency. Defaults to  |Display Only
USD.
Payment Rate Date  [The date the payment rate is effective. Yes
|Defaults to current date.
Payment Rate Type |DOT does not use this functionality at this [No
time. Field is not currently available.

e *Select Type of Travel Advance from the following:

e Not Travel Related
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s lmanice

TYPE OF TRAVEL ADVANC H

INVOICES

[Field Name [Comments Required?

Type of Travel Advance [Enter either “Not Travel Related” or the [Yes
type of travel.

e Continuous Travel

k== Invoice

TYPE OF TRAVEL £ = CONTINUOUS TRAVEL

INVOICES

Field Name [Comments Required?
Type of Travel Advance |Continuous Travel Yes

End of Travel Date Enter the ending travel date. Yes

|Date Last Voucher Enter the date the person’s last voucher [Yes
Submitted was submitted.

Type of Employee Enter the type of employee. Yes

e PCS Travel

'SIPCS TRAVEL
= 10-JUL 2001

=MFEDERAL CIVILIAN EMPLOYEE

INVOICES
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Field Name |C0mments Required?
Type of Travel Advance |PCS TRAVEL Yes
End of Travel Date Enter the ending travel date. Yes
Type of Employee Enter the type of employee. Yes

o TDY Travel

s Invoice

R = S R NSRS FEDERAL CIVILIAN EMPLOYEE FEDERAL CIVILIAN EM
D

INVOICES
Field Name [Comments Required?
Type of Travel Advance |TDY TRAVEL Yes
End of Travel Date Enter the ending travel date. Yes
Type of Employee Enter the type of employee. Yes
=
Payment Rate | Payment Amount | Freight Amount | Create Freight Distribution | Distribution Set | Deseription
| 850.01 | =
I
N (e s 4
uslnf : ] 0 850.01
e e Never Validated _ No
Not Required |
Actions... 1 Halds Payments . Watch M| Purchase Order -
Scheduled Payments Ovepview Distributions
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INVOICES (continued using scroll bar)

Field Name Comments Required?
Payment Rate DOT does not use this functionality at this time. Field is |No

not available.
Payment Amount |Displays the Payment Amount. Display Only
Freight Amount  |Enter the Freight Amount. If applicable enter a different |No

Account, Tax Name, and Description in the Freight

screen which will appear when Create Freight

Distribution checkbox is enabled.
Create Freight Create Freight Distribution is automatically enabled if ~ |No
Distribution freight amount is entered. Deselect checkbox if you do

not want Payables to create distribution or you need to

prorate.
Distribution Set A predefined Distribution Set can be selected when an  |No

invoice is not being matched to a purchase order. To set

up a predefined Distribution Set, refer to Defining a

Distribution Set.
Description Enter the PO# or reference. This will print on the check [Yes

stub.
Transaction Code |Displays the Transaction Code. Entered in the Enter Yes

Transaction Event window.
Project If Project information is required it may be added in the |No

invoice header when all lines of distribution are recorded

to the same project and accounting string. Otherwise,

insert required project information on each line of

distribution as needed.
Task Enter Task related to a project. No
Expenditure Type |Enter Expenditure Type if related to a project. No
Expenditure Item |Enter Expenditure Item Date if related to a project. No
Date
Expenditure Enter Expenditure Organization if related to a project. No
Organization
Rate Type DOT does not use this functionality at this time Display Only
Exchange Date DOT does not use this functionality at this time. Display Only
Exchange Rate DOT does not use this functionality at this time. Display Only
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A0 AD MM

Batch Control Total

Actual Tatal

A

A

Amaount Paid .
Distnbution Total

Accaunted [I03

Oesc

INVOICES (continued using scroll bar)

Field Name Comments Required?
Functional Currency |Displays the Functional Currency. Display Only
Functional Amount Displays the Functional Currency amount. No

Terms Date Defaults from the Date Invoice Received field. This|Yes

date determines the scheduled payment date based
on the Supplier payment terms.

Terms Accept Terms default from the supplier master file |Yes
or change using the List of Values.
Payment Method Accept Payment Method default from the supplier |Yes

master file or change using the List of Values.
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850.01 316-JUL 2002

l

Amount Paid

Actions, . 1

Scheduled Payments

Desc
| Purchase Order

Distribiutions

INVOICES (continued using scroll bar)
Field Name Comments Required?
Pay Group Displays the Pay Group from the supplier master file. Yes
Pay Alone Checkbox enabled based on information from the supplier |Yes
master file.
Discountable Enter the invoice amount eligible for discount. Defaults the|Yes
Amount invoice amount.
Date Invoice Enter the date the invoice is received (date stamped in the |Yes
Received Payables office). The date entered in this field will default
into the Terms Date field.
Date Goods Enter date goods are received, if applicable. Yes
Received
Prepayment Select Prepayment Type when the invoice type is No
Type Prepayment.
Settlement Date |The date after which you can apply a temporary No
prepayment. Applies only to the Prepayment invoice type.
Prepayment PO |Enter an open purchase order number when associating it |No
Number with a prepayment. Applies only to the Prepayment
invoice type.
Tax Calculation |DOT does not use this functionality. No
Level
Tax Code DOT does not use this functionality. No
Tax Amount DOT does not use this functionality. No
Withholding Tax |[DOT does not use this functionality. No
Group
Document DOT does not use this functionality. No
Category Name
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Document DOT does not use this functionality. No
Sequence Name
Voucher Number|DOT does not use this functionality. No
Approved Displays the maximum amount authorized for payment Display Only
Amount against an invoice.
Approval Status |Displays the type of authorization needed or current status |Display Only
of invoice authorization.
Approval Displays the status of authorization or how to obtain further|Display Only
Description authorization.
Cancelled By Displays the person who cancelled the invoice. Display Only
Cancelled Date |Displays the date of cancellation. Display Only
Cancelled Displays the original amount of the cancelled invoice. Display Only
Amount
Liability Accept default of zeros. This field will be populated at the |Display Only
Account distribution level.
Liability Accept default of “NOT APPLICABLE”. This field will  |Display Only
Description be populated at the distribution level.
Batch Name Displays the Batch Name if entered as an invoice batch. Display Only
Display Only Region
Amount Paid Displays the amount that has been paid on the invoice. If |Display Only
the invoice has a payment currency, then it is also
displayed.
Holds Displays the number of invoice holds. Payables does not |Display Only
include the Hold All Payments or scheduled payment holds
in this field.
Status Displays the validation status of the invoice. Display Only
Approval This Invoice approval Workflow routes invoices to No
designated individuals for approval.
Distribution Displays the sum of the invoice distribution amounts. Display Only
Total
Accounted Displays Yes or No to indicate if the journal entry Display Only
information for the invoice has been successfully
accounted.
Desc Displays the invoice description. Display Only
4. Select (I) Save, to save the Invoice header information.

the image.

Enter the Invoice Distributions.

If using MarkView, select (I) Save on the MarkView toolbar if any changes were made to
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Entering Invoice Distributions

Distributions

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity —H
Transaction Event —
Transaction Code —

B Do not display this windoy

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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Type  |Supplier || Supplier Num |Site

Invoice Date|Invaice Num | lnvsice Gurr | invaice Amount

a1

usp. =

e

usp | 0.00,

g"cﬂ&n& 1 Haolds

Scheduled Payments

Never Validated

Not Required

Emsm

Cverview

2. Find the invoice you want to enter distributions for.

0.00,

No

Match [ Purchase Order -

:_fﬁiabj?juﬁenfae
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Finding Invoices Using Invoices Inquiry Invoices

Find Invoices

Oracle Public Sector Payables
N — Invoices — Inquiry — Invoice Batches

Find Invoices

[EEFind Ivoices

Supplier
[Name Mumber

Site Ta et |0

PO MNum PO Shipment: x

Invoice
Mumber Terms:

Pay Group:

Amounts Invoice Batch

Dates ! - !J Currency

Invoice Status

Invoice Template
Mumber

Feriod Type

1. Enter information in one or more fields to narrow the search for an invoice or group of

invoices.

FIND INVOICES

Supplier Area

Field Name Comments Required?

Name Select the supplier name using the LOV. No

Number Enter the supplier number if necessary. The No
number will default if the supplier name is
entered.

Site Select the site of the supplier. No
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Taxpayer ID Enter the taxpayer’s ID number. No

PO Num Enter the PO Number related to the invoice you |No
are querying. The supplier name, number and
taxpayer ID will default.

PO Shipment/PO Line/PO |[Select the region of the PO to be queried. Cursor |No
Release Drop Down List  |will default to the blank field to the right.
Choose the appropriate shipment, line or release
from the LOV.

Invoice Area
Number Enter invoice number. No

Optional Drop Down List |Two options can be chosen from the following: |No
Payment Method, Pay Group, Terms, USSGL
Code, Project, Task, Expenditure Type and
Expenditure Org. Upon selecting an option the
cursor will default to the blank field to the right.
Select the appropriate data from the LOV.

Type Select type of invoice from the drop down list.  |No
Amounts Enter a range of amounts to be queried. No
Invoice Batch Select an invoice batch name from the LOV. No
Dates Enter a range of dates to be queried. No
Currency Select the type of currency from the LOV. No

Invoice Status Area

Activates when data is entered into a field within the Invoice area.

Paid Select the payment status from the drop down No
list.

Accounted Select the appropriate accounted status from the |No
drop down list.

Status Select the status of the invoices to be queried No

from the drop down list.

Holds Area

[Activates when data is entered into the other applicable areas. This area only displays
invoice holds, not supplier holds. This area is not required.

Status Select the hold status from the drop down list. No

Name Select the hold name from the LOV. No

Reason Accept the default. Display Only
Voucher Audit Area

If you use sequential voucher numbers, you can locate each invoice based on its unique
voucher number.

Category Select the type of invoices to audit from LOV. |No

Name Select the name of the supplier from LOV. No

Numbers Enter the voucher numbers to be audited. No

Invoice Template Area

Number Enter the number of the invoice template if No
applicable to agency.

Period Type Enter the period type to be queried using the No
LOV.

2. Select (B) Find. The Invoices screen displays all invoices that fit your criteria.
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3. Select (B) Distributions.

100.00
0.00
=
Nurm | Typs: Armiounit Tax Code || GL Date Accourit
g litem 16.AUG 2002 i
] |
|
|
)
| =
| s L3
Never Validated | No l
Reverse 1 Calpulate Tax
Wiy B0 Wiew Receipt
DISTRIBUTIONS
Field Name Comments Required?
Number Accept default to sequential numbering. Yes
Type Select distribution Type from List of Values. Yes
Choose Item for goods or services. Choose
Miscellaneous for other expenses on an invoice that
are not freight or tax.
Amount Enter the distribution Amount that will charge the |Yes
General Ledger Account.
Tax Code Enter a Tax Code if applicable. No
GL Date Accept default from the invoice, or change to any  |Yes
date in an open or future period. Payables use the
GL Date to determine when to create a journal entry
for the distribution.
Account Enter the Account to be charged using the List of  |Yes
Values. Refer to the next screen shot for details on
the Account field.

4. Enter the amount in the Amount field and tab to the Account field.

5. When the Alias screen appears, enter an Alias or select (B) OK to enter the distribution.

Entering Basic Invoices
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D SAFETY AN S, FRA, FY-01, DIRECT

Mo001 WK

#10903000000 SAL EXP OFC RESEARCH & DEVELOPMENT
189030000000 RE JEVELOPMENT, OFFICE OF
REMTAL - TELEPHOMN WEN

S ERREIE =S S0000000000 NOT APPLICABLE
ARSI =R 0000000000 NOT APPLICABLE
EERESIE=SE 0000000000
ARSI =S 0000000000

AFF

Field Name Comments Required?
Alias (separate window) |Select the account Alias. Yes
Fund Select the account Fund. Yes
Budget Year Select the Budget Year. Yes
BPAC Select the account BPAC. Yes
Organization Select the Organization. Yes
Object Class Select the Object Class. Yes
SGL Account Select the SGL Account. Yes
Future 1-4 Fields Accept default of zeros. Fields are not applicable at]Yes

this time.

6. Select (B) OK to return to Distributions screen, to continue input.
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E Cistributions (FEDERAL RAILROAD ADMIMN) - 16-4 21120 VERMOMNT Ay

Inyoice Total
Bistributior Total

= I Never Validated | Accounted g PO humber g

Caltulate Tay

DISTRIBUTIONS (continued using scroll bar)
Field Name [Comments Required?
[] See Invoice Distribution DFF grid below [No
Includes Tax Enable checkbox to indicate if a distribution amount [No
includes tax. DOT does not use this functionality at this
time.
Track as Asset Verify the checkbox has been enabled when the account  |No
type is an asset.
|Description [Accept default from invoice header or change accordingly |Yes
er distribution line.
Income Tax Type isplays the Income Tax Type from the supplier master |[Display Only
file.
Income Tax Region |Displays the Income Tax Region from the supplier master |Display Only
file’s site region.

e INvoice Distribution

EXTERNAL REFERENC
PY

INVOICE DISTRIBUTION
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Field Name [Comments Required?
External Referencel Free form field used primarily for interfaces [No
PYR Exclusion? Il;efaults inas N. Select Y to exclude from PYR Yes
rocessing.
100.00
=
Final Watch PO Line Murn || PO Shipiment N.Lli*ﬁ| PO Distribution Murn|| Receipt N

-

[0

Match Quantity | Price | PO Nurnber
| :

;
|
;
|
;
|
i
|
;

| |
Never Validated No
gllﬁca’:ta- Eevers el

ey B

R, (S | S S —

Galculate Tay

Siew Receipt

DISTRIBUTIONS (continued using scroll bar)
Field Name Comments Required?
Final Match Enter No if invoice is not purchase order matched. Enter |No
Yes only if the distribution is matched to purchase order
and you want the system to permanently close the
purchase order during validation.
Match Quantity |Displays the quantity billed if invoice is matched to a Display Only
purchase order. If distribution is not matched, Payables
leaves the field blank.
Price Displays the invoice unit price for a distribution created |Display Only
by purchase order matching. If distribution is not matched,
Payables leaves the field blank.
PO Number Displays the purchase order to which the distribution is  |Display Only
matched.
PO Line Num  |PO Line Number to which the distribution is matched. Display Only
PO Shipment PO Shipment Number to which the distribution is Display Only
Num matched.
PO Distribution |PO Distribution Number to which the distribution is Display Only
Num matched.
Receipt Num Receipt Number to which the distribution is matched. Display Only

Entering Basic |
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100,00

100.00
2
Project Task | Expenditure Type | Expenditure Organization | Expenditure ltem Date | Quantity | Unit of Meas
| ] | -
1 1
1 1
| |
1 1
| =

Never Validated . No

Allocate

Reverse 1

View B

Calollate Tax

Yiew Recaipt

DISTRIBUTIONS (continued using scroll bar)

Field Name Comments Required?

Project Enter the Project number using the List of Values if No
distribution is project related.

Task Enter project Task if Project number is entered. No

Expenditure Type Enter Expenditure Type if Project number is entered.  |No

Expenditure Enter Expenditure Organization if Project number is No

Organization entered.

Expenditure Item Enter Expenditure Item Date if Project number is No

Date entered.

Quantity DOT does not use this functionality at this time. No

Unit of Measure Displays a statistical unit if you have defined one for the|No

(UOM) distribution’s account in the general ledger.

Entering Basic Invoices
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...........

100.00

100.00

|

)
J
)
)
)
|

1 |

Allocate

Beverse |

Wi P

Calzulate Tax

ey Receis

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Prepayment Number The invoice number of the prepayment [Display Only
applied to the invoice.

Prepayment Distribution  [Prepayment Distribution. Display Only

Prepay Amt Remaining For item distributions of a prepayment, [Display Only
this field displays the total Item
distribution amount that has not yet been
applied to an invoice.

Statistical Qty Statistical quantity based on the unit of [Display Only
measure.

Withholding Tax Group  [Withholding Tax group for the Display Only
distribution. Not used by DELPHI.
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100,00

100.00
=3
ARG e e i e Accounted |Receipt Date | Merchant Doc Num _[Merchant Name
Never Validated |No &
1- ..... b
Never Validated No
sl ! ‘ Reverse 1 - ; Calonlate Tas
View ED | Wiew Recaipt

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?
Withholding Tax Creation [Not used by DELPHI. Display Only
Type

Status Validation status of the distribution. Display Only
Accounted |[Payables displays yes or no to indicate |Display Only

if accounting entries have been created
for the distribution.

Receipt Date [Not used by DELPHI. Display Only
Merchant Doc Num [Not used by DELPHI. Display Only
Merchant Name [Not used by DELPHI. Display Only
Merchant Tax Reg Num  [Not used by DELPHI. Display Only
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100.00

100.00
=2

terchant Taxpayer [0 | Merchant Reference || Country of Supply |USSGL Transaction Co dé Encumberad

| Mol =
i 4

ﬂw&rh’aliﬂaiﬁ_&t— Ho
Allocate ) @ RBeverse | ) Caleilate Tax
e B0 . e Beceipt

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Merchant Taxpayer Id INot used by DELPHI. Display Only

Merchant Reference INot used by DELPHI. Display Only

Country of Supply INot used by DELPHI. |Display Only

[USSGL Transaction Code [Enter the Transaction Code for the Yes
distribution.

Encumbered INot used by DELPHI. Display Only

7. Select (I) Save, to save invoice distribution lines.
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Using AutoEntry Defaults to Speed Invoice Entry

e Oracle Payables assigns Financials and Payables defaults to suppliers.

e  Oracle Payables assigns supplier defaults to all the sites for a supplier.

e Oracle Payables assigns supplier site defaults to all the invoices for a supplier site.
®  You can override most of the default values.

e  You can select a Distribution Set in the invoice header to automatically enter
AFF/Project information for an invoice.
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Defining a Distribution Set

Distribution Sets

Oracle Public Sector Payables
N — Setup — Invoice — Distribution Sets

Distribution Sets

%Distrihu‘tinn Sets (FEDERAL RAILROAD ADMIN) | e

Type

[

[ ]

8T LTS T

Accaunt De G SAFETY AND OPERATIONS, FR.BY 2001.5AL EXP ADMINISTRATION FI.FI
Eraject [nfatmmation

1. Use a distribution set to automatically enter distributions for an invoice when you are not
matching to a purchase order.

2. Assign a default distribution set to a supplier site so that Oracle Public Sector Payables will
use it for every invoice you enter for that supplier site, or assign a distribution set to an
invoice when you enter it.

DISTRIBUTION SETS
Field Name Comments Required?
Name Enter a name that describes the use of the Yes

Distribution Set, and identify the distribution
set as either full (with all percent amounts
totaling 100%) or skeleton (with all percent
amounts equaling 0%).
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Type Displays the Type based on percentage Display Only
entered.

Description Enter Description of distribution set. Yes

Inactive On Enter only when deactivating set. No

Num Enter in numerical sequence. Yes

(%) Enter percentage of the invoice amount that  |Yes
pertains to the distribution line.

Project Related Enable checkbox if project related. See task 3 |[No
for further information.

Account Select accounting string from LOV using the |Yes
appropriate screens for accounts.

Description Enter Description related to the line. Yes

Income Tax Type This field is not used in DELPHI at this time. |No

Income Tax Code This field is not used in DELPHI at this time. |No

Account Description Displays the Account Description from the Display Only
Account field.

3. If the Project Related checkbox is enabled in the Distribution Sets screen the Project
Information Screen will appear. Complete the information and Select (B) OK to return to
the Distribution Sets Screen continue entering data in the remaining fields.

Aawiard Mumber

Expenditure

Type  FEEIYI]
B0 E k(S 7000000000

Cancel

PROJECT INFORMATION

Field Name Comments Required?
Project Enter the Project number from LOV. Yes

Task Enter the Task number from LOV. Yes
Expenditure Area

Type Enter the Project Type from LOV. Yes
Organization Enter the Project Organization from LOV. Yes

4. Select (I) Save, to save Distribution Set.
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Entering Distributions Manually

Invoice Distribution Types

Type Description

Item Records the amount a supplier charges for goods or services
purchased

Freight Records the amount a supplier charges for shipping and
handling

Miscellaneous | Records the amount for miscellaneous expenses on an invoice

Entering Distributions Manually

1.

Select a distribution type. Select Item for goods or services you ordered. Select
Miscellaneous for other expenses on an invoice that is not freight expense.

Enter the amount for the distribution line.

The GL date will default in from the system date. The distribution GL date determines the
accounting period to which the distribution will post in the general ledger.

Enter Accounting Flexfield information in the Account field or enter project data into the
appropriate fields to determine where the invoice gets charged. If you enter an asset type
account, Oracle Payables automatically selects the Track as Asset check box, and you
cannot change it. If you enter an expense account and want to import this distribution to
Oracle Assets, select the Track as Asset check box. Note that data must be transferred to
the general ledger prior to importing asset data to Oracle Fixed Assets.
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Entering Invoice Distributions

Distributions

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity —H
Transaction Event —
Transaction Code —

B Do not display this windoy

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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=]
Type  |Supplier || Supplier Num |Site

Invoice Date|Invaice Num | lnvsice Gurr | invaice Amount

a1

usp. =

e

usp | 0.00,

g"cﬂ&n& 1 Haolds

Scheduled Payments

Never Validated

Not Required

Emsm

Cverview

2. Find the invoice you want to enter distributions for.

0.00,

No

Match [ Purchase Order -

:_fﬁiabj?juﬁenfae
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3. Select (B) Distributions.

100.00
0.00
=
Nurm | Typs: Armiounit Tax Code || GL Date Accourit
g litem 16.AUG 2002 i
] |
|
|
)
| =
| s L3
Never Validated | No l
Reverse 1 Calpulate Tax
Wiy B0 Wiew Receipt
DISTRIBUTIONS
Field Name Comments Required?
Number Accept default to sequential numbering. Yes
Type Select distribution Type from List of Values. Yes
Choose Item for goods or services. Choose
Miscellaneous for other expenses on an invoice that
are not freight or tax.
Amount Enter the distribution Amount that will charge the |Yes
General Ledger Account.
Tax Code Enter a Tax Code if applicable. No
GL Date Accept default from the invoice, or change to any  |Yes
date in an open or future period. Payables use the
GL Date to determine when to create a journal entry
for the distribution.
Account Enter the Account to be charged using the List of  |Yes
Values. Refer to the next screen shot for details on
the Account field.

4. Enter the amount in the Amount field and tab to the Account field.

5. When the Alias screen appears, enter an Alias or select (B) OK to enter the distribution.

Entering Basic Invoices

Chapter 6 - Page 33
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D SAFETY AN S, FRA, FY-01, DIRECT

Mo001 WK

#10903000000 SAL EXP OFC RESEARCH & DEVELOPMENT
189030000000 RE JEVELOPMENT, OFFICE OF
REMTAL - TELEPHOMN WEN

S ERREIE =S S0000000000 NOT APPLICABLE
ARSI =R 0000000000 NOT APPLICABLE
EERESIE=SE 0000000000
ARSI =S 0000000000

AFF

Field Name Comments Required?
Alias (separate window) |Select the account Alias. Yes
Fund Select the account Fund. Yes
Budget Year Select the Budget Year. Yes
BPAC Select the account BPAC. Yes
Organization Select the Organization. Yes
Object Class Select the Object Class. Yes
SGL Account Select the SGL Account. Yes
Future 1-4 Fields Accept default of zeros. Fields are not applicable at]Yes

this time.

6. Select (B) OK to return to Distributions screen, to continue input.
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E Cistributions (FEDERAL RAILROAD ADMIMN) - 16-4 21120 VERMOMNT Ay

Inyoice Total
Bistributior Total

= I Never Validated | Accounted g PO humber g

Caltulate Tay

DISTRIBUTIONS (continued using scroll bar)
Field Name [Comments Required?
[] See Invoice Distribution DFF grid below [No
Includes Tax Enable checkbox to indicate if a distribution amount [No
includes tax. DOT does not use this functionality at this
time.
Track as Asset Verify the checkbox has been enabled when the account  |No
type is an asset.
|Description [Accept default from invoice header or change accordingly |Yes
er distribution line.
Income Tax Type isplays the Income Tax Type from the supplier master |[Display Only
file.
Income Tax Region |Displays the Income Tax Region from the supplier master |Display Only
file’s site region.

e INvoice Distribution

EXTERNAL REFERENC
PY

INVOICE DISTRIBUTION
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Field Name [Comments Required?
External Referencel Free form field used primarily for interfaces [No
PYR Exclusion? Il;efaults inas N. Select Y to exclude from PYR Yes
rocessing.
100.00
=
Final Watch PO Line Murn || PO Shipiment N.Lli*ﬁ| PO Distribution Murn|| Receipt N

-

[0

Match Quantity | Price | PO Nurnber
| :

;
|
;
|
;
|
i
|
;

| |
Never Validated No
gllﬁca’:ta- Eevers el

ey B

R, (S | S S —

Galculate Tay

Siew Receipt

DISTRIBUTIONS (continued using scroll bar)
Field Name Comments Required?
Final Match Enter No if invoice is not purchase order matched. Enter |No
Yes only if the distribution is matched to purchase order
and you want the system to permanently close the
purchase order during validation.
Match Quantity |Displays the quantity billed if invoice is matched to a Display Only
purchase order. If distribution is not matched, Payables
leaves the field blank.
Price Displays the invoice unit price for a distribution created |Display Only
by purchase order matching. If distribution is not matched,
Payables leaves the field blank.
PO Number Displays the purchase order to which the distribution is  |Display Only
matched.
PO Line Num  |PO Line Number to which the distribution is matched. Display Only
PO Shipment PO Shipment Number to which the distribution is Display Only
Num matched.
PO Distribution |PO Distribution Number to which the distribution is Display Only
Num matched.
Receipt Num Receipt Number to which the distribution is matched. Display Only

Entering Basic |
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100,00

100.00
2
Project Task | Expenditure Type | Expenditure Organization | Expenditure ltem Date | Quantity | Unit of Meas
| ] | -
1 1
1 1
| |
1 1
| =

Never Validated . No

Allocate

Reverse 1

View B

Calollate Tax

Yiew Recaipt

DISTRIBUTIONS (continued using scroll bar)

Field Name Comments Required?

Project Enter the Project number using the List of Values if No
distribution is project related.

Task Enter project Task if Project number is entered. No

Expenditure Type Enter Expenditure Type if Project number is entered.  |No

Expenditure Enter Expenditure Organization if Project number is No

Organization entered.

Expenditure Item Enter Expenditure Item Date if Project number is No

Date entered.

Quantity DOT does not use this functionality at this time. No

Unit of Measure Displays a statistical unit if you have defined one for the|No

(UOM) distribution’s account in the general ledger.

Entering Basic Invoices
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...........

100.00

100.00

|

)
J
)
)
)
|

1 |

Allocate

Beverse |

Wi P

Calzulate Tax

ey Receis

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Prepayment Number The invoice number of the prepayment [Display Only
applied to the invoice.

Prepayment Distribution  [Prepayment Distribution. Display Only

Prepay Amt Remaining For item distributions of a prepayment, [Display Only
this field displays the total Item
distribution amount that has not yet been
applied to an invoice.

Statistical Qty Statistical quantity based on the unit of [Display Only
measure.

Withholding Tax Group  [Withholding Tax group for the Display Only
distribution. Not used by DELPHI.
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100,00

100.00
=3
ARG e e i e Accounted |Receipt Date | Merchant Doc Num _[Merchant Name
Never Validated |No &
1- ..... b
Never Validated No
sl ! ‘ Reverse 1 - ; Calonlate Tas
View ED | Wiew Recaipt

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?
Withholding Tax Creation [Not used by DELPHI. Display Only
Type

Status Validation status of the distribution. Display Only
Accounted |[Payables displays yes or no to indicate |Display Only

if accounting entries have been created
for the distribution.

Receipt Date [Not used by DELPHI. Display Only
Merchant Doc Num [Not used by DELPHI. Display Only
Merchant Name [Not used by DELPHI. Display Only
Merchant Tax Reg Num  [Not used by DELPHI. Display Only
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100.00

100.00
=2

terchant Taxpayer [0 | Merchant Reference || Country of Supply |USSGL Transaction Co dé Encumberad

| Mol =
i 4

ﬂw&rh’aliﬂaiﬁ_&t— Ho
Allocate ) @ RBeverse | ) Caleilate Tax
e B0 . e Beceipt

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Merchant Taxpayer Id INot used by DELPHI. Display Only

Merchant Reference INot used by DELPHI. Display Only

Country of Supply INot used by DELPHI. |Display Only

[USSGL Transaction Code [Enter the Transaction Code for the Yes
distribution.

Encumbered INot used by DELPHI. Display Only

7. Select (I) Save, to save invoice distribution lines.
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Entering G Schedules

Enter Invoice Batches

Oracle Public Sector Payables
N — Invoices — Entry — Invoice Batches

Invoice Batches

L RAILRCOAD ADMIMY |

Batch Name Contral Count Control Amount

JFRA - RECLASS 1

Create Accounting Approve 1

1. Create an invoice batch. This will allow the reversal of the original invoice and the
reclassification invoice to be grouped in the same batch. This batch should result in the net
effect of $0.00. In the Invoice Batches window enter the following information.

INVOICE BATCHES
Field Name Comments Required?
Batch Name Enter a unique batch name using the batch naming Yes

convention. Use a batch name that will be easily
identified as a G Schedule.

Date Accept the default of the current date. Yes
Control Count  |Enter 2 in the control count if only one invoice is to be Yes
reclassified, if more than one is being reclassified make
sure to double the number of invoices being reclassified.
Control Amount |Enter the control amount of invoices as $0.00 if batch only|Yes
contains G Schedule invoices.
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e

voice Batches (FEDERAL RAILR ADMIMY

Actual Invaice Count Actual Invaice Total Invoice Count Difference || Invoice Total Difference] Invoice Curr
2

mEEaaaE

Create Accaunting Approve 1

INVOICE BATCHES (continued using scroll bar)
Field Name Comments Required?
Actual Invoice The Actual Invoice Count defaults in once the actual |Display Only
Count invoice is entered.
Actual Invoice The Actual Invoice Total defaults in once the actual |Display Only
Total invoice is entered.
Invoice Count This field shows a difference if the Invoice Count on |Display Only
Difference the Invoice Batch window is different than the count

actually entered.
Invoice Total This field shows a difference if the Invoice Total on |Display Only
Difference the Invoice Batch window is different than the total

actually entered.

5 (FEDERAL RAILROAD ADMIM

Fayment Terms Invaice Type FPayment Priority
Standard

Create Accounting Approve 1

INVOICE BATCHES (continued using scroll bar)

Field Name Comments Required?

Invoice Curr This field displays the Invoice Currency if it is different |No
from the Invoice Batch Currency.
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Payment Terms |Enter Standard Immediate in the payment terms field. No
(This will ensure that the reclassification will be created
immediately.)
Invoice Type Enter Standard as the invoice type. Yes
Pay Group Enter Vendor No Check, Government No Check or Yes
Employee No Check in the pay group field.
Payment Priority |A number between 1 (high) and 99 (low) that represents |No
the priority of a payment. If you do not enter a batch
default, then the default payment priority from each
invoice will be from the supplier site.
=
Document Category | GL Date Fayment Curr Hold Mame Hold Reason Liahili
| | | -
I ' J
I )
I I
I )
L el
5 T '
Create Accalmting Approve 1 [nvoices
INVOICE BATCHES (continued using scroll bar)
Field Name Comments Required?
Document Optionally enter a document Category. No
Category
GL Date The default GL date for each invoice in the batch and its |No
distributions.
Payment Curr This field displays the Payment Currency if it is different |[No
from the Payment Batch Currency.
Hold Name Hold you want to apply to each invoice. No
Hold Reason If the Invoice is on Hold the reason will display in this  |[No
field.
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% Invoice Batches (FEDERAL RA

Hold Mame Hald Reasaon Liability Account Liahility Description

Create Accounting Approve 1

INVOICE BATCHES (continued using scroll bar)

Field Name Comments Required?
Hold Reason If the Invoice is on Hold the reason will display in this  |[No
field.

Liability Account |Account for the liability of each invoice. Leave blank to |No
use the supplier site default.
Liability Displays the Liability Description when the Liability Display Only
Description Account is entered.

2. Select (B) Invoices. The Enter Transaction Events Window will automatically appear. In
the Enter Transactions Events window enter the following information.

T{.‘:"rj_ter Transadtion Events
Transaction Everit
Trarigaction Code
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ENTER TRANSACTION EVENTS

Field Name Comments Required?

Form Activity Select either Unmatched or Matched Invoice. Yes

Transaction Event |In the Transaction Event field, select Unmatched Yes
Invoice.

Transaction Code |Accept the default transaction code or change to the [Yes
appropriate transaction code using LOV.

3. Select (B) OK. The Invoices screen will automatically appear.

s
Type Supplier || Supplier Mum [Site | Invaice Date Irvoice Murn || Invoice Gurr  [|lremice Amourit
Mixed ||TIME MANA'841576877  |LAKEWO{16-AUG2002  [fhet 123 usD | <105.00 =
| % . | ! !
q Eea 3
= ; | 0.00
usD 0.00 T : g
s r Never Yalidated | Ho |
NotRequired
Actions 1 Halds Bayments. Match Purchase Order ud
Scheduled Hz;_yments Overview Distributions
4. Create the reversal of the original invoice. Enter the following Invoice Header
information. Use the tab key or scroll bar to navigate through the Invoices screen.
INVOICES
Field Name Comments Required?
Type Select Mixed as the invoice type. Yes
Supplier Enter the Supplier name of the original invoice to the Yes
reversed.
Supplier Number [Displays the Supplier Number from the supplier master [Yes
file.
Site Select the Supplier Site for the reversal invoice. Yes
Invoice Date Enter Invoice Date or use the tab key to default to the Yes
current date.
Invoice Number |Enter a unique Invoice Number so that it may be Yes

identified as a reversal. It is recommended that you use

the same invoice # as used previously followed by an
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alphanumeric character.

Invoice Currency |Displays the Invoice Currency default from the supplier |Display Only
master file.
Invoice Amount |Enter the invoice amount as a negative (-) number. Yes
Travel Related Enter Yes or No for Travel Relation in the Invoice sub- |Yes
screen.
=
| oL Date Paymert Cur | Paymert Rate Date | Payment Rate Type | Payment Rate | Pay:
116-AUG-2002  JUSD 16-AUG-2002
| J ! 1
I | | I 1
s | 1 I |
) | | ! 1
| | | |
4 3
usD 0.00 T _ :
Never Validated No
Not Required
Actions... 1 Halds Payments Match Purchase Order -
Scheduled Payments Onarview Distributions
INVOICES (continued using scroll bar)
Field Name Comments Required?
GL Date Accept current date default. Yes
Payment Currency|Displays the Payment Currency. Display Only
Payment Rate Displays the Payment Rate Date. Display Only
Date
Payment Rate DOT does not use this functionality at this time. Field is |No
Type not available.
Payment Rate DOT does not use this functionality at this time. Field is |No

not available.
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=

Payment Amount | Freight Amount | Create Freight Distibution | Distribution Set | Descriptian
<105.00> | =
4 b
e | 0.00
usD 0.00 —J — . =
2 ; Hever Validated No |
Not Required _ ]
Actions... 1 Halds Payments  Mateh Purchase Order -
'Sghaﬂﬂl.aﬂ:.—?é@_g:mﬂnts, Chverview Distributions.
INVOICES (continued using scroll bar)
Field Name Comments Required?
Payment Amount |Displays the Payment Amount. Display Only
Freight Amount |Enter the Freight Amount. If applicable enter a different |[No
Account, Tax Name, and Description in the Freight
screen which will appear when Create Freight
Distribution checkbox is enabled.
Create Freight Create Freight Distribution is automatically enabled if ~ |No
Distribution freight amount is entered. Deselect checkbox if you do
not want Payables to create distribution or you need to
prorate.
Distribution Set  |A predefined distribution Set can be selected when an  |[No
invoice is not being matched to a purchase order. To set
up a predefined Distribution Set, refer to Defining a
Distribution Set.
Description Enter the PO# or reference. Yes
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i [nvoices (FEDERAL RAILROAD: ADTMIN
Batch Cantral Total

Actual Total
| Transaction Code | Project
B [B3020-4P Inv

Amount Paid

: alds Clistribution Total
uspff  oooff e

Accourtad Hl‘.‘l

Dese

Scheduled Payment | Disibutons

INVOICES (continued using scroll bar)

Field Name Comments Required?

Transaction Code |Displays the Transaction Code. Ensure that the proper |Display Only
Transaction Code has defaulted from the Enter
Transaction Events window

Project If Project information is required it may be added in the |No
invoice header when all lines of distribution are recorded
to the same project and accounting string. Otherwise,
insert required project information on each line of
distribution as needed.

Task Enter task related to a project. No
Expenditure Type |Enter Expenditure Type if related to a project. No
Expenditure Item |Enter Expenditure Item Date if related to a project. No
Date
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=3

Expenditure Crganization || Rate Type Exchange Date | Exchange Rate | Functional Currency | Funictiona
usp. =
| I
| I
| I
= | | -
4 b
i = | 0.00
Usb 0.00 :
Never Validated No
Not Required
Actians... 1 Holds Paymerts Match Purchase Order -
Scheduled Paymants Ovardsir Distributions
INVOICES (continued using scroll bar)
Field Name Comments Required?
Expenditure Enter Expenditure Organization if related to a project. No
Organization
Rate Type DOT does not use this functionality at this time. Field is |Display Only
not available.
Exchange Date  |DOT does not use this functionality at this time. Field is |Display Only
not available.
Exchange Fields |DOT does not use this functionality at this time. Field is |Display Only
not available.
Functional Displays the Functional Currency. Display Only
Currency
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=

Functional Curr Amount | Terms Date Terms Payment Mathad

Fay Graup P

|16.AUG2002  |[STANDARD IMMEDIAY- [ Clearing

fVENDOR NO CHECK || |=

&€
e = 0 0.00
usD 0.00 ST '
— : Never Validated No
Not Required
Actions... 1 Halds  Paymerts Mateh Purchase Order -
Scheduled Payments | Overview Distributians
INVOICES (continued using scroll bar)
Field Name Comments Required?
Functional Curr  |Enter the Functional Amount or leave blank. No
Amount
Terms Date Enter the current date. This date determines the Yes
scheduled payment date based on the Supplier terms.
Terms Accept Terms default from the supplier master file or Yes
change using the List of Values.
Payment Method |Choose the Clearing method. This will ensure that the [Yes
payment is not sent for payment.
Pay Group Choose Vendor No Check, Government No Check or Yes
Employee No Check as the pay group.
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=3
Pay Alone | Discaurtable Amaunt || Date Invice Received | Date Gaads Received | Prepayment Typs | Sefilen
<1I]5.l]l]>] 16-AUG-2002 | - - =

T

1 3 l
i = 0 0.00
uUsD 0.00 T - |
e Hever Validated HNo
Not Required |
actions. 1 N Holds Bayments _ Maich  M|Purchase Order -
Scheduled Payments Owerview _ Distributions
INVOICES (continued using scroll bar)
Field Name Comments Required?
Pay Alone Disable checkbox to ensure the negative and positive Yes
invoices will net.
Discountable Displays the Discountable amount. Display Only
Amount
Date Invoice Accept default or change to appropriate date. Yes
Received
Date Goods Enter date goods are received. Yes
Received
Prepayment Type |Select Prepayment Type when the invoice type is No
Prepayment.
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&

| Ssttlement Date || Prepayment PO Number |Tax Calculation|| Tax Code | Tax Amount | Withhalding T

None b =
B J J
N J J
g J J
N J J

| _| =

& (4

i % : : o 0.00

USD 0.00 .'.-J S : -

: : Never Validated No
Not Required | _|
Actions... 1 Halds Payments Watch M Purchase Order -
Scheduled Payments Overview ' Distributions

INVOICES (continued using scroll bar)

Field Name Comments Required?
Settlement Date  |The date after which you can apply a temporary No
prepayment. Applies only to the Prepayment invoice
type.
Prepayment PO  |Enter an open purchase order number when associating it [No
Number with a prepayment. Applies only to the Prepayment

invoice type.

Tax Calculation |DOT does not use this functionality. No
Tax Code DOT does not use this functionality. No
Tax Amount DOT does not use this functionality. No
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: (FEDERAL RAILEQ

Amount Paid

Scheduled Payments

INVOICES (continued using scroll bar)

Field Name Comments Required?
Withholding Tax |DOT does not use this functionality. No

Group

Document DOT does not use this functionality. No
Category Name

Document DOT does not use this functionality. No
Sequence Name

Voucher Number |DOT does not use this functionality. No
Approved Displays the maximum amount authorized for payment |Display Only
Amount against an invoice.
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DAL AT
Batch Control Total

Actual Total

| Approval Description  |Cancelled By | Cancalled Date

Amount Paid

ol

INVOICES (continued using scroll bar)

Field Name Comments Required?

Approval Status  |Displays the type of authorization needed or current Display Only
status of invoice authorization.

Approval Displays the status of authorization or how to obtain Display Only

Description further authorization.

Cancelled By Displays the person who cancelled the invoice. Display Only

Cancelled Date  |Displays the date of cancellation. Display Only

Cancelled Displays the original amount of the cancelled invoice. Display Only

Amount
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=
Cancelled Amount | Liability Account | Liability Description Batch Mame |
(000000000.0000.0000000000.0 {NOT APPLICABLE.NOT APPLICABLE. | =
i | ] | |
B | ] 1 |
- 1 ] | |
B ) | 1 |
| | | | =
1 r
s T 0 0.00
usD. 0.00 _— : =
— Never Validated No |
Not Required | |
Actions.. 1 Halds Payments Watch Purchase Order -
Scheduled Paymerts Overview Distributions
INVOICES (continued using scroll bar)
Field Name Comments Required?
Cancelled Displays the original amount of the cancelled invoice. Display Only
Amount
Liability Account |Accept default of zeros. This field will be populated at  |Display Only
the distribution level.
Liability Accept default of “Not Applicable”. This field will be |Display Only
Description populated at the distribution level.
Batch Name Displays the Batch Name if entered as an invoice batch |Display Only
DOT does not use this functionality at this time.
Display Only Region
Amount Paid Displays the amount that has been paid on the invoice, if |Display Only
the invoice has a payment currency, then it is also
displayed.
Holds Displays the number of invoice holds. Payables does not |Display Only
include the Hold All Payments or scheduled payment
holds in this field.
Status Displays the validation status of the invoice. Display Only
Approval This Invoice Approval Workflow routes invoices to No
designated individuals for approval.
Distribution Total |Displays the sum of the invoice distribution amounts. Display Only
Accounted Displays Yes, No, or Partial to indicate if the journal Display Only
entry information for the invoice has been successfully
transferred.
Desc Displays the invoice description. Display Only

5. Select (I) Save, to save the Invoice header information.
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Enter the distributions by matching to the original PO.

Enter the distributions by matching to the original invoice.

Note: This process can only be used if the original invoice was not PO Matched.
Enter the distributions manually.

Note: Ensure that the Charge Account used for the Original Invoice is used in the
distribution line so that the invoice will be properly reversed.

If this is a G schedule and the reclassification is for a prior year within the same fund
value, select Y for the 'PYR Exclusion?' descriptive flexfield located on the Invoice
distribution.

Enter Invoice with the Correct Accounting String

9.

Select (I) Save the distribution.

Note: The following procedure will be needed to ensure validity and validation of the
Reclassification Invoice Batch along with standard validation procedures:
— a. Verify that the Invoice Batch name can be identified as a reclassification batch.
— b. Verify that the amount of the invoice batch nets to zero $0.00.
— c¢. Verify the Payment Method is Clearing.
— d. Verify that the Pay Group is either Vendor No Check, Government no Check or
Employee No Check.

Pay the Invoices

10. Notify Cash Operations that a G Schedule payment batch requires Treasury Confirmation.
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Finding Invoices Using Invoices Inquiry Invoices

Find Invoices

Oracle Public Sector Payables
N — Invoices — Inquiry — Invoice Batches

Find Invoices

[EEFind Ivoices

Supplier
[Name Mumber

Site Ta et |0

PO MNum PO Shipment: x

Invoice
Mumber Terms:

Pay Group:

Amounts Invoice Batch

Dates ! - !J Currency

Invoice Status

Invoice Template
Mumber

Feriod Type

1. Enter information in one or more fields to narrow the search for an invoice or group of

invoices.

FIND INVOICES

Supplier Area

Field Name Comments Required?

Name Select the supplier name using the LOV. No

Number Enter the supplier number if necessary. The No
number will default if the supplier name is
entered.

Site Select the site of the supplier. No
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Taxpayer ID Enter the taxpayer’s ID number. No

PO Num Enter the PO Number related to the invoice you |No
are querying. The supplier name, number and
taxpayer ID will default.

PO Shipment/PO Line/PO |[Select the region of the PO to be queried. Cursor |No
Release Drop Down List  |will default to the blank field to the right.
Choose the appropriate shipment, line or release
from the LOV.

Invoice Area
Number Enter invoice number. No

Optional Drop Down List |Two options can be chosen from the following: |No
Payment Method, Pay Group, Terms, USSGL
Code, Project, Task, Expenditure Type and
Expenditure Org. Upon selecting an option the
cursor will default to the blank field to the right.
Select the appropriate data from the LOV.

Type Select type of invoice from the drop down list.  |No
Amounts Enter a range of amounts to be queried. No
Invoice Batch Select an invoice batch name from the LOV. No
Dates Enter a range of dates to be queried. No
Currency Select the type of currency from the LOV. No

Invoice Status Area

Activates when data is entered into a field within the Invoice area.

Paid Select the payment status from the drop down No
list.

Accounted Select the appropriate accounted status from the |No
drop down list.

Status Select the status of the invoices to be queried No

from the drop down list.

Holds Area

[Activates when data is entered into the other applicable areas. This area only displays
invoice holds, not supplier holds. This area is not required.

Status Select the hold status from the drop down list. No

Name Select the hold name from the LOV. No

Reason Accept the default. Display Only
Voucher Audit Area

If you use sequential voucher numbers, you can locate each invoice based on its unique
voucher number.

Category Select the type of invoices to audit from LOV. |No

Name Select the name of the supplier from LOV. No

Numbers Enter the voucher numbers to be audited. No

Invoice Template Area

Number Enter the number of the invoice template if No
applicable to agency.

Period Type Enter the period type to be queried using the No
LOV.

2. Select (B) Find. The Invoices screen displays all invoices that fit your criteria.
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3. Select the type of document you want to match to from the poplist next to the Match
button. Accept the default Purchase Order.

4. Select (B) Match. The Find Purchase Orders for Matching screen will automatically
appear.

EFind Purchase Orders for Matching (FEDERAL RAILROAD ADMING
Matching

WESITEM Pr Inwoice Mum _
Supplier
HEGER 1120 VERMONT AVE ASS0C W= 52 1148526
Site WASHINGTONMM ax Registration

Purchase Order

FIND PURCHASE ORDERS FOR MATCHING

Matching Area

Field Name |C0mments Required?
Type [Defaults to Item. |Display Only
Price Enable checkbox to record a price increase or [No
Correction decrease. Use a price correction to record and

update the invoiced unit price of previously
matched purchase order shipments or distributions
without adjusting the quantity billed in order to
track price variances.

Invoice Num  |Enter Invoice number if you are making a price [No

correction.
Supplier Area
[Name Supplier Name [Display Only
[Number Supplier Number Display Only
Site Supplier Site [Display Only
Tax Supplier Tax Registration |Disp1ay Only
Registration

Purchase Order Area
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[Num Enter the PO Number to be matched to the invoice [No
if the invoice type is Standard. If PO Default or
QuickMatch was selected as the invoice type the

|PO Number will default.
Release Enter the Release associated with a blanket [No
urchase order.
Line Enter the line item on the purchase order. [No
Shipment Enter the purchase order shipment line number. [No

'Y ou can match an invoice to one or more purchase
order shipment lines.

Ship To [Enter the shipment location of the item from the  [No
urchase order shipment line.
Deliver To Enter the deliver to person of the item form the [No
urchase order distribution line.
Project Enter the project of the item from the purchase [No
order distribution line.
Item IDOT does not use this functionality at this time.  |No
Category Enter purchase order category from the line item on|No
the purchase order.
[tem Desc Enter the purchase order item description. [No

5. Select (B) Find after entering selection criteria. The Match to Purchase Orders screen will
automatically appear.

%Match to Purchase Orders (FEDERAL RAILROAD ADMIN) i

Inwoice Amount Distribution Total <23.00:>

= Oty Invoiced it Pri Match Amaount Release
23 «<23.00=

Purchase Order Allocated
Sl PROMPT HET Tax
Ordered Freight Terms Freigh

Billed

MATCH TO PURCHASE ORDERS

[Field Name |C0mments Required?
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Invoice Amount

Displays the amount of the invoice you are
matching to the purchase order.

Display Only

[Distribution Amount

Displays the sum of the distributions for the
invoice you are matching to the purchase
order.

Display Only

[Match Checkbox

[Enable checkbox to select a shipment and to
enter matching data for it. Note that when you
check this box the information in the Shipment
Qty display only region shows the shipment
information for the selected shipment line.

Yes

Qty Invoiced

[Number of units invoiced. This value defaults
from the purchase order shipment quantity.

Yes

[Unit Price

Price per unit. This value defaults from the
purchase order shipment price. You can
update this value at the shipment level only.
Y ou cannot adjust the unit price if you are
matching to an amount-based purchase order
shipment with a unit price of 1.

Yes

Match Amount

Total currency amount you want to match.
Payables calculates this value by multiplying
the Qty Invoiced and Unit Price.

Y es

Allocate

Check the Allocate checkbox for the
shipments for which you want to prorate tax,
freight and miscellaneous.

PO Number

Displays the PO number of the shipment.

Display Only

Release

Displays the Release associated with a blanket
purchase order.

Display Only

Line

Displays the purchase order line item number.

Display Only

Shipment

Displays the purchase order shipment line
number.

Display Only

Closed Code

Displays the closed status of the purchase
order shipment line.

Display Only

Closed Reason

Displays the closed reason of the purchase
order shipment line.

Display Only

Accounting Date

Displays the accounting date. Defaults to
current date.

Display Only

Ship To Location

Displays the Ship To Location on the purchase
order shipment line.

Display Only

Buyer

Displays the buyer on the purchase order.

Display Only

Deliver To

Displays the deliver To person on the purchase
order distribution line.

Display Only

Item Num

Displays the item number on the purchase
order.

Display Only

[tem Description

Displays the item description on the purchase
order.

Display Only

[tem Category

Displays the item category on the purchase
order.

Display Only

Project

Displays the project on the purchase order
distribution line.

Display Only

Last Receipt

Displays the last date someone entered
receiving information for a purchase order

shipment in Purchasing.

Display Only
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Final Match [Enable the final match checkbox only if you [No
are certain this is a final match against the
related purchase order and you want approval
of the invoice to finally close it permanently.
INOTE: This action is not recommended. If|
this checkbox is enabled, the purchase
order or the invoice that the purchase order
is matched to will no longer be available for
modification or cancellation. The
recommendation is to Close the purchase
order in Purchasing rather that enabling
this Final Match checkbox.

Display Only Region

Shipment Quantity Area

UOM Displays the Unit of Measure that you entered |Display Only
with the purchase order shipment line.

Ordered Displays the quantity ordered. Display Only

Billed Displays the total invoice quantity that you Display Only

have previously matched to the selected
urchase order shipment line.

Received Displays the quantity received for a purchase [Display Only
order shipment line. Displays N/A if receipt is
not required.

Accepted Displays the quantity accepted for a purchase [Display Only
order shipment line. Displays N/A if
lacceptance is not required.

Distributions The number of distributions for the current Display Only
purchase order shipment. This is helpful in
determining if you need to match to specific
distributions instead of prorating the match

quantity across multiple distributions.

Purchase Order Area

[Payment Terms The payment terms associated with the Display Only
urchase order shipment.

Freight Terms The freight terms associated with the purchase [Display Only
order shipment.

Taxable Displays taxable status associated with the Display Only
purchase order shipment.

Tax Code Tax code associated with the purchase order |Display Only
shipment.

Allocated Area

Tax [f you have used the Allocate checkbox and  |Display Only

window, Payables displays the amounts you
have prorated for Tax.

Freight [f you have used the Allocate checkbox and  |Display Only
window, Payables displays the amounts you
have prorated for Freight.

Misc If you have used the Allocate checkbox and  |Display Only
window, Payables displays the amounts you
have prorated for Misc.

6. Select (B) Match, to save the invoice match to the purchase order shipment line or continue
to match to the purchase order shipment distribution lines by selecting (B) Distribute.
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Contral Amount =23.00=
Actual Amount «23.00=

Match Amount

J
!
J
!
J
l

Distribution Oty Account Description
s [ SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINIS.
(rdered VLU0 SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINIS.

MATCH TO PURCHASE ORDER DISTRIBUTIONS

Field Name [Comments Required?

Control Qty Displays the control quantity in the purchase |Display Only
order distributions.

Actual Qty [Displays the actual quantity matched. IDisplay Only

Control Amount Displays the control amount in the purchase  [Display Only
order distributions.

Actual Amount [Displays the actual amount matched. [Display Only

Match Checkbox [Enable checkbox to select a distribution and to[Yes
enter matching data for it. Note that when you
check this box the information in the
|Distribution Qty display only region shows the
distribution information for the selected
distribution line.

[Num IDisplays the line number for the distribution. |Display Only
Qty Invoiced Enter the quantity invoiced. If this field is left [Yes
blank Matched Amount must be entered.
Unit Price [Displays the default from the match made in  |Yes
the Match to Purchase Orders screen.
Match Amount Enter the matched amount. If this field is left |Yes

blank quantity invoiced must be entered.

Match Account [Displays the Match Account for the Display Only
distribution selected.
Variance Account |Displays the Variance Account for the Display Only

distribution selected.
Deliver To Displays the deliver To person on the purchase
order distribution line.

Display Only
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Project Displays the project on the purchase order Display Only
distribution line.

Task Displays the task on the purchase order Display Only
distribution line.

[Expenditure Type |Displays the expenditure type on the purchase |Display Only
order distribution line.

[Expenditure Item  |Displays the expenditure item date on the Display Only

Date purchase order distribution line.

Display Only Region

Distribution Qty Area

UOM Displays the Unit of Measure that you entered |Display Only
with the purchase order shipment line.

Ordered Displays the quantity ordered. Display Only

Billed Displays the total invoice quantity that you  |Display Only

have previously matched to the selected
urchase order shipment line.

Delivered Displays the quantity received for a purchase [Display Only
order shipment line. Displays N/A if receipt is
not required.

Account Description Area

Match Displays the Match Account for the Display Only
distribution selected.
Variance Displays the Variance Account for the Display Only

distribution selected.

7. Select (B) Match, to save the distribution match.

Note: If this is a G schedule and the reclassification is for a prior year within the same
fund value, select Y for the PYR Exclusion? descriptive flexfield located on the Invoice
distribution.
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Validating Invoices and Invoice Batches

e Oracle Payables allows validation of invoices using the single request, Invoice
Validation.

e This validation process can be ran only by users wit the proper Accounts Payable
responsibility -AP Previewer. This creates a separation of duties in which the
Accounting Technician entering the data cannot approve the invoice.

e [tis strongly recommended to run the Invoice Validation using the Invoice Batch
Name parameter. This ensures only the specified invoices are validated.
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Submitting Invoice Validation

Submit a New Request

Oracle Public Sector Payables

N — Other — Request — Run

Submit a New Request

2% Submit a Mew Request

What type of request do you want to run?

you to submit a pre

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request Allows you to enter an individual request. Yes
Request Set Allows you to submit a pre-defined set of requests. No

1. Select (B) OK.
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% Submit Request |

Run this Request...

RE = Invoice Yalidation
EElE e ALLWAZOD3-100-200-PAY

ELEIEEES American English

At these Times...

SRS As Soon as Possible

Upon Completion...

2 all Output Files

Print to DFI -117-P1

SUBMIT REQUEST

Run This Request Area

Field Name Comments Required?
Name Name of the Request. Yes
Parameters Enter additional criteria for the Request. Yes
Language Defaults to American English Yes

At These Times Area

At these Times |As Soon As Possible is the default. Yes

Upon Completion Area

Save All Output  |Check this field if you want to save the output files to  |[No

Files view online.

Notify Enter the name of the user you would like to have the  |No
system notify when this process has completed.

Print To Select the printer to have a hard copy of the system No
output printed.

2. Complete any necessary fields in the Submit Request screen.

3. Select the parameters field.
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s all matching lines

-HWAZ003-100-200-PAY

Invnice Mumber
Erterad By

PARAMETERS
Field Name Comments Required?
Option Select option of submitting only new invoice lines for |Yes

validating or all invoice lines for validating.

Invoice Batch Name |If invoice batching is used, select batch name to validate|No
by batch. It is strongly recommended to validate by
Invoice Batch Name. Leave blank to select all.

Start Invoice Date  |Select a date range to limit the invoices submitted for  |No
validating. Leave field blank to select all.

End Invoice Date  |Select a date range to limit the invoices submitted for |No
validating. Leave field blank to select all.

Supplier Name Select a supplier name to limit the invoices submitted |No
for validating. Leave field blank to select all.

Pay Group Select a pay group to limit the invoices submitted for  |No
validating. Leave field blank to select all.

Invoice Number Select an invoice number to limit the invoices submitted |No
for validating. Leave field blank to select all.

Entered By Select the entry person to limit the invoices submitted |No

for validating. Leave field blank to select all.

4. Select (B) OK to save parameters and go back to the Submit Request window for
completion.

5. Select (B) Submit to submit the report for processing.
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Canceling Invoices

Enter Transaction Events

Oracle Public Sector Payables

N — Invoices — Entry — Invoices

Enter Transaction Events

1. Select (B) Cancel to exit the Enter Transaction Events screen. A caution window appears.
Select (B) OK to bypass it. The Invoices screen will automatically appear.

2. Select (M) View-Find to open the Find Invoices screen.

3. Select (B) Find Query all invoices. However, the Find Invoices screen may be used to
enter criteria that will narrow the search for particular invoices.

4. Select the invoice to be cancelled.

5. Select (B) Actions.
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B Apply/dnapply Prepayment..

Fin = zh

s T

B Frint Motice

Hold Marne

Ftintet

Sendar Mame

Sendet Title

INVOICE ACTIONS

Field Name Comments Required?

Valiate Enable checkbox to validate an invoice. No

Validate Related Invoices |Enable checkbox if you are validating a credit |No
or debit memo. This will validate invoices
associated with the memo.

Cancel Invoices Enable checkbox to cancel an unpaid validated |Yes
or unvalidated invoice.

Apply/Unapply Enable checkbox to apply or unapply a No

Prepayment... prepayment.

Pay In Full... DOT will not use this functionality. No

Create Accounting Select to create accounting entries for an No
invoice.

Release Holds Enable checkbox to release holds at the time of |No
validation.

Hold Name If Release Holds checkbox is enabled this field |No
will become active. Accept default, ‘ALL’, or
select a hold name from the LOV.

Release Name If Release Holds checkbox is enabled this field |No

will become active. Select a release name from
the LOV.

Release Reason

Displays the Release Reason associated with the
Release Name.

Display Only

Print Notice

Enable checkbox to generate a standard invoice

notice to send to the supplier.

No
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Printer If Print Notice checkbox is enabled this field No
will become active. Select the printer from the
LOV.

Sender Name If Print Notice checkbox is enabled this field No
will become active. Enter the name to be
printed in the signature block of the notice.
Sender Title If Print Notice checkbox is enabled this field No
will become active. Enter the name to be printed
in the signature block of the notice.

6. There are some restrictions to canceling an invoice:

e [fan invoice has a hold that prevents posting or payment, you must release the hold
before you cancel the invoice

e You can cancel any invoice-validated or unvalidated-as long as it has no hold applied
to it

7. Select (B) OK.
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Summary

In this lesson you should have learned how to do the following:
e Enter a basic invoice
e Enter a Distribution Set and apply it to an invoice

e Validate invoices
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Lab 1: Create a Distribution Set

Instructions

Often you receive invoices for which the accounting is generally the same. Your controller has
asked you to establish a distribution set to enable the accounting entries for some invoices to be
automatically generated.

Create a Full distribution set with the following breakdown. Use the alias for a direct
appropriation.

e A-Dir <Current FY>

e 25% to account number 2700700000, Current Year, 010105000, 4042000000, 31540,
61006600.

e 50% to account number 2700700000, Current Year, 0101050000, 4050000000, 31540,
61006600.

e 25% to account number 2700700000, Current Year, 0101050000, 4041000000, 31540,
61006600.

If you have enough time, create a Skeleton distribution set. Use the same account numbers that
you used for the Full distribution set.
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Lab 1 Solutions: Create a Distribution Set

1.

10.

11.

12.

13.

Navigate to the Distribution Sets window.
N — Setup — Invoice — Distribution Sets

In the Name field, enter a meaningful name for your distribution set. Preface the name with
your initials to ensure it is unique for this class.

In the Description field, further describe your distribution set.

Leave the Type field blank; it will default automatically.

In the % field, enter 25.

In the Account field, 2700700000, CY, 0101050000, 4042000000, 31540, 61006600.
Leave the Description, Income Tax Type, and Tax Code fields blank.

In the next line, enter 50 in the % field.

In the Account field, 2700700000, CY, 0101050000, 4050000000, 31540, 61006600.
Leave the Description, Income Tax Type, and Tax Code fields blank.

In the next line, enter 25 in the % field.

In the Account field, 2700700000, CY, 0101050000, 4041000000, 31540, 61006600.

Leave the Description, Income Tax Type, and Tax Code fields blank.

Copyright Oracle Corporation. All Rights Reserved. Property of U.S. Department of Transportation.

Entering Basic Invoices

Chapter 6 - Page 74



Lab 1 Solutions: Create a Distribution Set

14. Validate that your window appears similar to the one displayed below:

E Distribution Sets (FEDERAL RAILEOAD ADMIN)

BT FRAA1 Type [0

Distribution Set

Project Related

Ace : Description
2700700000.2002.0101050000.404 20000
ZTl]l]?l]l]l]l]I].2l]l]2.l]1l]1l]5l]l]l]l].4l]5l]l]l]l]
2?I]I]?I]I]I]I]l].2l]l]2.l]1I]1I]5I]I]I]I].4I]41l]l]l]

[

(I

[

[

[

Account De

15. Save your work.
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Lab 2: Enter an Unmatched Invoice

Instructions

You have received an invoice from ACME INC. for office supplies, which you will be entering
into the Oracle Payables system. The invoice is described below:

Supplier: ACME INC.

Invoice Number <unique identifier>
Invoice Amount: 2400.00
Description: Office Supplies

Terms Date: Current Date
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Lab 2 Solutions: Enter an Unmatched Invoice

Step 1: Enter the Invoice Header.
1. Navigate to the Invoices window.
N — Invoices — Entry — Invoice Batches

If you are using invoice batching, perform steps 2-6. In step 2 select Invoice Batches rather
than Invoices. Otherwise, perform step 2 and continue on to step 7.

2. Enter a unique Invoice Batch Name.
3. The Current Date will default in.
4. The Control Number equals the number of invoices that will be entered in this batch.

5.  The Control Amount equals the total dollar amount of invoices that will be entered in this
batch.

6. Select (B) Invoices.

E Invoice Batches (FEDERAL RAILREOAD ADMIRN

Batch Name Contral Count Contral Amount
05-MAR-2002 2400

Create Accounting Approve 1

7. Enter transaction event as Unmatched Invoice.

&. Enter transaction code as B302D-AP INV.
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Lab 2 Solutions: Enter an Unmatched Invoice

9.

10.

11.

12.

13.

14.

15.

16.

17.

Select (B) OK.
Accept the default for Invoice Type. This invoice is a standard type invoice.
Enter Acme Incorporated.

Tab through the Supplier Number, Supplier Site, and Invoice Date fields, and accept the
defaults.

Tab through the invoice number field and add an alpha character to the end of the date to
make it unique identifier.

Enter 2400.00, the total amount due in the Invoice Amount field.
In the Description field, enter the description for this invoice.
In the Terms Date field, enter Today’s date.

Validate that your windows appear similar to the ones displayed below:

Copyright Oracle Corporation. All Rights Reserved. Property of U.S. Department of Transportation.

Entering Basic Invoices

Chapter 6 - Page 78



Lab 2 Solutions: Enter an Unmatched Invoice

=
Type Supplier E-‘;_L!pplier Mum || Site Irwoice Date Invaice Mum  [[Invoice Curr || Invaice Amaount
Standard |ACME INC §123123123 SAN DIECj04-MAR-2002 04-MAR-2002:{USD 2,400.0=
[ r
Amo P a
0.00
usD 0.00 .
Never Approved No
Office Supplies
Actions... 1 Halds Payments Match Receipt -
Scheduled Payments Civerview Distributions
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Lab 2 Solutions: Enter an Unmatched Invoice

(FEDERAL RAILREOAD ADRMIN
ral Total

Actual Total

| u
|
| B
| N
| ¥
| B

a

Amount Paid

sl
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Lab 2 Solutions: Enter an Unmatched Invoice

Payment Methad

trol Tatal

Actual Total

Check

Amount Paid

usof 000

=il Never Approved

Distributian Total

unted

N Office Supplies

Scheduled Payments : Overview

18. Select (I) Save to save your work.

Distributions
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Lab 3: Enter Distributions

Instructions

The Invoice you entered in a previous lab is to be distributed to three organizations. You need
to account for them in the Charge Account field.

Distribute $600 to Organization 1.
Distribute $1200 to Organization 2.

Distribution $600 to Organization 3.

Organization 1:
Fund-2700700000
Year-Current
BPAC-0101050000
Organization-4042000000
ObjectClass-31540
SGL-61006600
Organization 3:
Fund-2700700000
Year-Current

BPAC-0101050000

Organization 2:
Fund-2700700000
Year-Current
BPAC-0101050000
Organization-4041000000
ObjectClass-31540

SGL-61006600
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Lab 3: Enter Distributions

Organization-4050000000
ObjectClass-31540

SGL-61006600
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Lab 3 Solutions: Enter Distributions

Step 1: Enter Distributions.
1. From the Invoice window, select (B) Distributions.
2. Be sure that the distribution total equals the invoice total.

3. Verify that your window appears similar to the one displayed below:

Lo o 20 ACME MG i

Invaice Total 2,400.00
Distribution Total 2,400.00

il

Tax Code

2700700000.2002.0101050000.4
2700700000.2002.0101050000.4

2700700000.2002.0101030000.4

Hear App v accounted (TS po Nuraber TS

el R S SAFETY AND OPERATIONS, FR.BY 2002.SAL & EXP ADMINISTRATION .ACCOU

4. Save your work.

5. Close the Distributions window.
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Lab 4: Validate the Invoice Batch

Instructions

You have completed the invoices in the Invoice Batch. The invoices are ready for validation
by the AP Previewer.

The AP Previewer will submit the Invoice Validation process.
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Lab 4 Solutions: Validate the Invoice Batch

Step 1: Validate the Invoice Batch

1. Navigate to the Submit Request window in the AP Previewer Responsibility.
N — Other — Request — Run

2. Select Single Request. Select (B) OK.

3. The Submit Request window will appear. In the name field, select Invoice Validation
from the LOV (List of Values).

% Submit Regquest

Run this Request...

s American English

At these Times...

SN As Soon as Possible Schedule

Upon Completion...

M| Save all Output Files

Sl S DF-117-P1

4. The Parameters window will appear. Select 'All' from the LOV for the Option field.
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Lab 4 Solutions: Validate the Invoice Batch

all matching lines

5. Select the appropriate Invoice Batch Name from the LOV.
6. Select (B) OK to return to the Submit Request window.
7. In the Submit Request window select (B) OK to run the validation process.

8.  After the process has completed you may ensure no system generated holds occurred on
any of the invoices by selecting on (B) View Output in the Request window.
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Lab 4 Solutions: Validate the Invoice Batch

% Report: request ID- 1737022

FEDERAL Date: 153-DEC-0z2 =
Page: 10
O
Option: ALl Supplier Naane: [

Invoice Batch MName: WAZO003-100-zZ00 Pay Group:[]

From Inwvoice Date: Invoice MNumker:[
% To Invoice Date: Entered EBy:[

Payables Validation Beporc

O

Hold MName Holds Placed Holds Released[]
________________________________________________________________ D
O
O

*#% No holds placed or released. %%%[]

Brevious
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Processing and Applying a
Prepayment

Chapter 7
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Processing and Applying a Prepayment

Section Objectives
At the end of this section, you should be able to:

e Identify when to use prepayments

Enter prepayments

Enter prepayment distributions

Apply and unapply a prepayment to an invoice

e Approve and pay a prepayment
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Prepayments Overview

Enter prepayment Approve prepayment
Status = Unapproved Status = Unpaid
\5“ Pay prepayment \5‘
\%’}f«/‘t?—- Status = Available \_ﬁf}*sﬁ"—
Select prepayment Select invoice and
and apply to one applyone or more
or more invoices prepayments

A
Y

A prepayment is a type of invoice you enter to pay an advance payment for expenses to a
supplier or employee. For example, you may need to pay a deposit on a lease, or you may need
to pay an employee an advance for travel expenses.

You can later apply the prepayment to one or more invoices you receive from the supplier or
employee to offset the amount paid to them.

You can enter either a temporary or a permanent prepayment type.
e  Temporary prepayments can be applied to invoices.
e Permanent prepayments cannot be applied to invoices. For example, you use a
permanent prepayment to pay a lease deposit for which you do not expect to be

mnvoiced.

To apply a temporary prepayment to one or more invoices, you must first approve and pay the
prepayment. You control when a prepayment is available by the settlement date you enter and
by, optionally, applying a hold to the prepayment.
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Prepayments Overview

When you enter an invoice for a supplier for whom you have outstanding temporary
prepayments, Oracle Payables notifies you that you have prepayments available that you can,
optionally, apply. You can also review the Prepayment Status Report to check the status of all

prepayments in your system.

If necessary, you can change the type from permanent to temporary.
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Entering Prepayments

Enter Transaction Events

Oracle Public Sector Payables
N — Invoices — Entry — Invoice Batches

Enter Transaction Events

Invoices

Hizuiei T.oi.saction Events
Form Activity
Transaction Event
Transaction Code _H

B Do nat display this window again

ENTER TRANSACTION EVENTS

Field Name [Comments Required?
Form Activity [Accept default of Unmatched Invoice.  [Display Only
Transaction Events Choose Prepayment from LOV. Yes
Transaction Code (Choose None from LOV. Yes

1. Select (B) OK.
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=
Type  |Supplier  |SupplierNum ||Site [/invoice Date [Invaice Num |Inveice Curr[/invoice Amount

Prepayme|1120 VERM||FRA521148526 WASHIN((20.AUG-2002  |BET PRE321 |USD | 30.(=
|
| 1 |
| 1 |
| | |
] | g
£ 4
usD 0.00 SR =
— : Never Validated No
Not Required
Actions... 1 Halds  Paymerts Mateh Purchase Order -
Stcheduled Payments ' Ovepview Distributions
INVOICES
Field Name Comments Required?
Type Select Prepayment from LOV as the invoice type. Yes
Supplier Select Supplier from LOV. Yes
Supplier Number [Supplier Number will be generated by the system. Display Only
Site Select Supplier Site to which you will send payment of the|Yes
invoice from LOV.
Invoice Date Enter invoice date or tab to default with current date. Yes
Invoice Number |Enter unique prepayment number. Yes
Invoice Currency |Currency will default from Supplier setup. Display Only
Invoice Amount |Enter amount of prepayment. Yes
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3

Withheld Armount || Prepaid Amount ||[ ]| GL Date Payment Curr || Payment Rate Datl Payment Rat
| N(E20-AUG-2002 uspb 20-AUG-2002 =
% . |
q = 3
— 0.00
usp 0.00 __— . '
o S Never Validated No
Not Required
Actions,. 1 Halds Payments Match Purchase Order  ~
‘Scheduled Payments Overview Distributions
INVOICES
[Field Name [Comments Required?
Withheld Amount  |Payables displays the amount withheld from the |No
invoice based on automatic withholding tax
calculations.
Prepaid Amount The sum of prepayment amounts that have been [No
applied to an invoice.
Type of Travel [f the Prepayment is Travel related, enter the  [Yes
Advance Type of Travel Advance. Otherwise, enter Not
Travel Related.
GL Date The GL Date is always the current date. Yes
Payment Curr Displays the Payment Currency. Defaults to  |Display Only
USD.
Payment Rate Date |The date the payment rate is effective. Defaults [Yes
to current date.
Payment Rate Type |[NOT USED BY DELPHI. [No
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=

¥
0.00)
Mo !
|
Purchase Order -
Distributions

Payment Rate |Payrment Amaunt | Freight Amaunt | Create Freight Distribution | Distribution Set | Description
30.00
I
I
I
I
|
4
i e 0
usD 0.00 — —
Unvalidated
Hot Required |
Actions... 1 Halds . Payments Match
Scheduled Payments. | Overiew
INVOICES
Field Name [Comments Required?
Payment Rate INOT USED BY DELPHI [No
Payment Amount |Invoice amount displayed in payment currency. [Display Only
Freight Amount  |The freight amount you want Payables to [No
exclude when Payables calculates the default
discountable amount for an invoice, if you
Exclude from Freight Discount option is
enabled for the supplier site.
Create Freight Check this check box to open the Freight [No
Distribution window. Payables automatically creates a
freight distribution from information you enter
in the Freight window.
Distribution Set  |Used to automatically create invoice Yes
distributions when invoice is not matched to a
purchase order or when you do not want to
enter the distributions manually.
Description Enter relevant information for the invoice. Yes

Example PO# or IPAC#

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing and Applying a Prepayment

Chapter 7 - Page 8



Batch Cantral Tatal

Actual Total

Amouni Paid

et | lated Atcounted |46

Fonlhs

Purchase Order

INVOICES (Continued using Scroll Bar)

Field Name Comments Required?
Transaction Code  |The Transaction Code field is NONE for prepayments. |Yes
Project Enter Project if prepayment is project related. No

Task If project related, enter Task. No
Expenditure Type |If project related, enter Expenditure Type. No
Expenditure Item  |If project related, enter Expenditure Item Date. No

Date
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2
Expenditure Organization |Rate Type |Exchange Date | Exchange Rate | Functional Currency |Functional Curt

) | lusp h -

: : b
*__ |.I A : _']J um|
usD: 0.00 . ]
e Unvalidated o ]
NotRequired !

Aedins 1 Halds Baymarts " Match  WPurchose Oder -
Scheduled Payments Overview | Dictributians.

INVOICES (Continued using Scroll Bar)

Field Name Comments Required?
Expenditure If project related, enter Expenditure Organization. No
Organization

Rate Type DOT does not use this functionality at this time. No
Exchange Date DOT does not use this functionality at this time. No
Exchange Rate DOT does not use this functionality at this time. No
Functional Accept default of USD. Display Only
Currency

Functional Curr  |DOT does not use this functionality at this time. No
Amount
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Fayment Method

|| 20 AG.2002

PROMPT MET 30 | Electronic

iatch Control Total

Actual Tatal

Amaount Paid

—— Holds ﬂ

Actions. . 1

Scheduled Payments

Distribution Total

Accounted [T

[esc
Purchase Order

Distributions

INVOICES (Continued using Scroll Bar)
Field Name Comments Required?
Terms Date Default is the current date. This date determines the Display Only
scheduled payment date based on the Supplier terms.
Terms Defaults to Prompt Immediate. If necessary, change Yes
using LOV.
Payment Method |Accept default or change using LOV. Yes
Pay Group Change to an Advance Pay Group using LOV. Yes
Pay Alone Checkbox - marked based on information from the Yes
supplier master file.
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: (FEDERAL RAILEOAD ADM I-I'-l'jl

ch Cantrol Total

Actual Total

Amount Paid
Distribution Total

S ! olds |
i e e Unvalidated Accounted I
2t Not Required ) Deso

Scheduled Payments Distributions:

INVOICES (Continued using Scroll Bar)

Field Name Comments Required?
Discountable Amount [Accept default from Invoice Amount or change. Yes

Date Invoice Received |Defaults from the Terms Date. No

Date Goods Received |Not used with prepayments. No
Prepayment Type Select from: Yes

e Temporary — You can apply this prepayment to
invoices after you validate and pay it.

e Permanent — You cannot apply this prepayment
to invoices.

Settlement Date Accept default of current date, or change with LOV. [Yes
Payables will not allow you to apply a temporary
prepayment to invoices or expense reports before
this date.
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(=

vepayment PO Nurber | Tax Calculation [Tax Code | Tax Amount | Withhoiding Tax Gravp | Document
INone - 5
|
|
|
| =
4 b
Uéﬂ‘ . 0 0.00
— e Unvalidated J No I
Not Required _ |
Actions., 1 Holds Payments. Match Purchase Order -~
‘Scheduled Payments Oivepview Distributions

INVOICES (Continued using Scroll Bar)

Field Name Comments Required?
Prepayment PO Enter a purchase order number to restrict the No
Number application of the prepayment to invoices matched to

this purchase order.
Tax Calculation DOT does not use this functionality at this time. No
Tax Code DOT does not use this functionality at this time. No
Tax Amount DOT does not use this functionality at this time. No
Withholding Tax DOT does not use this functionality at this time. No
Group
Document Category |DOT does not use this functionality at this time. Not |No
Name shown in screen shot.

Document Sequence
Name

DOT does not use this functionality at this time. Not |No
shown in screen shot.

Voucher Number

DOT does not use this functionality at this time. Not |No
shown in screen shot.

Processing and Appl

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

ying a Prepayment
Chapter 7 - Page 13



: (FEDERAL RAILROAD ADMIMN)

| Approved Amount | Approval Status | Appraval Descrption
B 30.00
mn 1
L] 1
| 1
| | 1
[ ] ]

4|

Amount Paid —
Chstnbution Total

Accounted [0

INVOICES (Continued using Scroll Bar)

Field Name Comments Required?

Approved Amount Accept default. Amount will be the total of the Display Only
prepayment being entered.

Approval Status Approval status will display as invoice progresses |No
through the process.

Approval Description |Approval Description will display as invoices No
progressed through the process.

Cancelled By If invoice is cancelled the Cancel By Name will be |No
displayed.

Cancelled Date If invoice is cancelled, the Cancelled Date will be |No
displayed.
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% Invnices (FEDERAL RAILROAD ADMIM)

Batch Control Total

Actual Total

Amount Paid
Gisttthution Total

Aceounted |03

Dest

Scheduled Payments. | _ Distributions

INVOICES (Continued using Scroll Bar)

Field Name Comments Required?
Cancelled Amount If invoice is cancelled, the cancelled amount is No
displayed.

Liability Account Accept default of zeros. This field will be populated [Display Only
at the distribution level.

Liability Description |Accept default of Not Applicable. This field will be |Display Only
populated at the distribution level.

Batch Name If invoice batches are used, the invoice batch name is |No
displayed.

2. Verify Pay Group was changed to an Advance Pay Group.
3. Select (I) Save.

4. Enter invoice distributions for the prepayment.
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Entering Invoice Distributions

Distributions

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity —H
Transaction Event —
Transaction Code —

B Do not display this windoy

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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=]
Type  |Supplier || Supplier Num |Site

Invoice Date|Invaice Num | lnvsice Gurr | invaice Amount

a1

usp. =

e

usp | 0.00,

g"cﬂ&n& 1 Haolds

Scheduled Payments

Never Validated

Not Required

Emsm

Cverview

2. Find the invoice you want to enter distributions for.

0.00,

No

Match [ Purchase Order -

:_fﬁiabj?juﬁenfae
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Finding Invoices Using Invoices Inquiry Invoices

Find Invoices

Oracle Public Sector Payables
N — Invoices — Inquiry — Invoice Batches

Find Invoices

[EEFind Ivoices

Supplier
[Name Mumber

Site Ta et |0

PO MNum PO Shipment: x

Invoice
Mumber Terms:

Pay Group:

Amounts Invoice Batch

Dates ! - !J Currency

Invoice Status

Invoice Template
Mumber

Feriod Type

1. Enter information in one or more fields to narrow the search for an invoice or group of

invoices.

FIND INVOICES

Supplier Area

Field Name Comments Required?

Name Select the supplier name using the LOV. No

Number Enter the supplier number if necessary. The No
number will default if the supplier name is
entered.

Site Select the site of the supplier. No
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Taxpayer ID Enter the taxpayer’s ID number. No

PO Num Enter the PO Number related to the invoice you |No
are querying. The supplier name, number and
taxpayer ID will default.

PO Shipment/PO Line/PO |[Select the region of the PO to be queried. Cursor |No
Release Drop Down List  |will default to the blank field to the right.
Choose the appropriate shipment, line or release
from the LOV.

Invoice Area
Number Enter invoice number. No

Optional Drop Down List |Two options can be chosen from the following: |No
Payment Method, Pay Group, Terms, USSGL
Code, Project, Task, Expenditure Type and
Expenditure Org. Upon selecting an option the
cursor will default to the blank field to the right.
Select the appropriate data from the LOV.

Type Select type of invoice from the drop down list.  |No
Amounts Enter a range of amounts to be queried. No
Invoice Batch Select an invoice batch name from the LOV. No
Dates Enter a range of dates to be queried. No
Currency Select the type of currency from the LOV. No

Invoice Status Area

Activates when data is entered into a field within the Invoice area.

Paid Select the payment status from the drop down No
list.

Accounted Select the appropriate accounted status from the |No
drop down list.

Status Select the status of the invoices to be queried No

from the drop down list.

Holds Area

[Activates when data is entered into the other applicable areas. This area only displays
invoice holds, not supplier holds. This area is not required.

Status Select the hold status from the drop down list. No

Name Select the hold name from the LOV. No

Reason Accept the default. Display Only
Voucher Audit Area

If you use sequential voucher numbers, you can locate each invoice based on its unique
voucher number.

Category Select the type of invoices to audit from LOV. |No

Name Select the name of the supplier from LOV. No

Numbers Enter the voucher numbers to be audited. No

Invoice Template Area

Number Enter the number of the invoice template if No
applicable to agency.

Period Type Enter the period type to be queried using the No
LOV.

2. Select (B) Find. The Invoices screen displays all invoices that fit your criteria.
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3. Select (B) Distributions.

100.00
0.00
=
Nurm | Typs: Armiounit Tax Code || GL Date Accourit
g litem 16.AUG 2002 i
] |
|
|
)
| =
| s L3
Never Validated | No l
Reverse 1 Calpulate Tax
Wiy B0 Wiew Receipt
DISTRIBUTIONS
Field Name Comments Required?
Number Accept default to sequential numbering. Yes
Type Select distribution Type from List of Values. Yes
Choose Item for goods or services. Choose
Miscellaneous for other expenses on an invoice that
are not freight or tax.
Amount Enter the distribution Amount that will charge the |Yes
General Ledger Account.
Tax Code Enter a Tax Code if applicable. No
GL Date Accept default from the invoice, or change to any  |Yes
date in an open or future period. Payables use the
GL Date to determine when to create a journal entry
for the distribution.
Account Enter the Account to be charged using the List of  |Yes
Values. Refer to the next screen shot for details on
the Account field.

4. Enter the amount in the Amount field and tab to the Account field.

5. When the Alias screen appears, enter an Alias or select (B) OK to enter the distribution.

Processing and Applying a Prepayment

Chapter 7 - Page 20
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D SAFETY AN S, FRA, FY-01, DIRECT

Mo001 WK

#10903000000 SAL EXP OFC RESEARCH & DEVELOPMENT
189030000000 RE JEVELOPMENT, OFFICE OF
REMTAL - TELEPHOMN WEN

S ERREIE =S S0000000000 NOT APPLICABLE
ARSI =R 0000000000 NOT APPLICABLE
EERESIE=SE 0000000000
ARSI =S 0000000000

AFF

Field Name Comments Required?
Alias (separate window) |Select the account Alias. Yes
Fund Select the account Fund. Yes
Budget Year Select the Budget Year. Yes
BPAC Select the account BPAC. Yes
Organization Select the Organization. Yes
Object Class Select the Object Class. Yes
SGL Account Select the SGL Account. Yes
Future 1-4 Fields Accept default of zeros. Fields are not applicable at]Yes

this time.

6. Select (B) OK to return to Distributions screen, to continue input.
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E Cistributions (FEDERAL RAILROAD ADMIMN) - 16-4 21120 VERMOMNT Ay

Inyoice Total
Bistributior Total

= I Never Validated | Accounted g PO humber g

Caltulate Tay

DISTRIBUTIONS (continued using scroll bar)
Field Name [Comments Required?
[] See Invoice Distribution DFF grid below [No
Includes Tax Enable checkbox to indicate if a distribution amount [No
includes tax. DOT does not use this functionality at this
time.
Track as Asset Verify the checkbox has been enabled when the account  |No
type is an asset.
|Description [Accept default from invoice header or change accordingly |Yes
er distribution line.
Income Tax Type isplays the Income Tax Type from the supplier master |[Display Only
file.
Income Tax Region |Displays the Income Tax Region from the supplier master |Display Only
file’s site region.

e INvoice Distribution

EXTERNAL REFERENC
PY

INVOICE DISTRIBUTION
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Field Name [Comments Required?
External Referencel Free form field used primarily for interfaces [No
PYR Exclusion? Il;efaults inas N. Select Y to exclude from PYR Yes
rocessing.
100.00
=
Final Watch PO Line Murn || PO Shipiment N.Lli*ﬁ| PO Distribution Murn|| Receipt N

-

[0

Match Quantity | Price | PO Nurnber
| :

;
|
;
|
;
|
i
|
;

| |
Never Validated No
gllﬁca’:ta- Eevers el

ey B

R, (S | S S —

Galculate Tay

Siew Receipt

DISTRIBUTIONS (continued using scroll bar)
Field Name Comments Required?
Final Match Enter No if invoice is not purchase order matched. Enter |No
Yes only if the distribution is matched to purchase order
and you want the system to permanently close the
purchase order during validation.
Match Quantity |Displays the quantity billed if invoice is matched to a Display Only
purchase order. If distribution is not matched, Payables
leaves the field blank.
Price Displays the invoice unit price for a distribution created |Display Only
by purchase order matching. If distribution is not matched,
Payables leaves the field blank.
PO Number Displays the purchase order to which the distribution is  |Display Only
matched.
PO Line Num  |PO Line Number to which the distribution is matched. Display Only
PO Shipment PO Shipment Number to which the distribution is Display Only
Num matched.
PO Distribution |PO Distribution Number to which the distribution is Display Only
Num matched.
Receipt Num Receipt Number to which the distribution is matched. Display Only

Processing and
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100,00

100.00
2
Project Task | Expenditure Type | Expenditure Organization | Expenditure ltem Date | Quantity | Unit of Meas
| ] | -
1 1
1 1
| |
1 1
| =

Never Validated

Allocate

Reverse 1

View B

Calollate Tax

Yiew Recaipt

DISTRIBUTIONS (continued using scroll bar)

Field Name Comments Required?

Project Enter the Project number using the List of Values if No
distribution is project related.

Task Enter project Task if Project number is entered. No

Expenditure Type Enter Expenditure Type if Project number is entered.  |No

Expenditure Enter Expenditure Organization if Project number is No

Organization entered.

Expenditure Item Enter Expenditure Item Date if Project number is No

Date entered.

Quantity DOT does not use this functionality at this time. No

Unit of Measure Displays a statistical unit if you have defined one for the|No

(UOM) distribution’s account in the general ledger.
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...........

100.00

100.00

|

)
J
)
)
)
|

1 |

Allocate

Beverse |

Wi P

Calzulate Tax

ey Receis

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Prepayment Number The invoice number of the prepayment [Display Only
applied to the invoice.

Prepayment Distribution  [Prepayment Distribution. Display Only

Prepay Amt Remaining For item distributions of a prepayment, [Display Only
this field displays the total Item
distribution amount that has not yet been
applied to an invoice.

Statistical Qty Statistical quantity based on the unit of [Display Only
measure.

Withholding Tax Group  [Withholding Tax group for the Display Only
distribution. Not used by DELPHI.
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100,00

100.00
=3
ARG e e i e Accounted |Receipt Date | Merchant Doc Num _[Merchant Name
Never Validated |No &
1- ..... b
Never Validated No
sl ! ‘ Reverse 1 - ; Calonlate Tas
View ED | Wiew Recaipt

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?
Withholding Tax Creation [Not used by DELPHI. Display Only
Type

Status Validation status of the distribution. Display Only
Accounted |[Payables displays yes or no to indicate |Display Only

if accounting entries have been created
for the distribution.

Receipt Date [Not used by DELPHI. Display Only
Merchant Doc Num [Not used by DELPHI. Display Only
Merchant Name [Not used by DELPHI. Display Only
Merchant Tax Reg Num  [Not used by DELPHI. Display Only
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100.00

100.00
=2

terchant Taxpayer [0 | Merchant Reference || Country of Supply |USSGL Transaction Co dé Encumberad

| Mol =
i 4

ﬂw&rh’aliﬂaiﬁ_&t— Ho
Allocate ) @ RBeverse | ) Caleilate Tax
e B0 . e Beceipt

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Merchant Taxpayer Id INot used by DELPHI. Display Only

Merchant Reference INot used by DELPHI. Display Only

Country of Supply INot used by DELPHI. |Display Only

[USSGL Transaction Code [Enter the Transaction Code for the Yes
distribution.

Encumbered INot used by DELPHI. Display Only

7. Select (I) Save, to save invoice distribution lines.
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Apply/Unapply Prepayments from Invoices

Invoice Actions

Oracle Public Sector Payables

N — Invoices — Entry — Invoice Batches

Enter Transaction Events

%Emer Transaction Events

Formm Activity [Unmatched Invoice
Transaction Event _
Transaction Code (GG

B [Da not display this window again

1. Select (B) Cancel. A caution window appears, select (B) OK.
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(B

Type  |Supplier  ||SupplierNum |Site  |[imoice Date || lwice Num | Invaice Curr || invoice Amount

e

Eatr "l
*..- I = . 0.00
uso 0.00 — - —
ot i Never Validated No

gtti&nsé i Halds :'E:"g}gmsnta : Match l Purchase Order »

Scheduled Payments Overview _ Distributions-

2. Find the invoice that you are applying the prepayment to.

3. Verify that you have entered the required manual distributions prior to prepayment
application.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing and Applying a Prepayment
Chapter 7 - Page 29



4. Select (B) Actions.

Apply Prepayments

'E']”'””" EOACTinre

Hold Mame
B Felagse Holds Yalnass MNaima

W Frint Motice

5. Inthe Invoice Actions window, select Apply/Unapply Prepayments, select (B) OK.
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Armgunt
To spply GLDate Murmbar Tax Coda

21.AUG-2002 n 1 0.00 WASHINGTON1 L

Bescription
_C 1 ALAMEDA PROGRAM.NOT APPLICABLE.NOT APPLICABLENOT G T

Existing Prepayment Applications
Unapply Arnount
Lopplied Gl Daie Murrber

i

i

[

Ciggoription | PO Blum
Ancaount Receipt Mum

Irgice Overview _ Apply/Unapply

APPLY/UNAPPLY PREPAYMENTS

Field Name [Comments Required?

Apply Checkbox |Select each prepayment that you want to apply to]Yes
the invoice. The only prepayments that will be
displayed will have the same supplier as the
invoice. Payables displays all available validated
and not fully applied prepayments to which you
can apply to the invoice.
|[Prepayment on Indicates the invoice amount was reduced by a  |No
Invoice Checkbox |particular prepayment.
[Amount to Apply |Enter the amount of the prepayment to apply to |Yes
the invoice.
GL Date Accounting date of the prepayment application. [Yes
This value will be the GL Date on the
repayment distribution that Payables creates.
[Number Displays the Prepayment Invoice Numbers |Display Only
available to be applied to an invoice. The only
prepayments that will be displayed will have the
same supplier as the invoice.

[Dist Distribution number of the prepayment Item Display Only
distribution.
Tax Code Tax Code on the prepayment Item distribution. [Display Only

This value defaults to the Tax Code on the
[prepayment distribution that Payables creates.
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[Amount Available

Displays the amount of the prepayment that you
can apply. This is the original distribution
amount minus any existing amounts applied to
invoices.

Display Only

Site

Displays the supplier site to which the
repayment was paid.

Display Only

Print Checkbox

Select the Print checkbox to print the
repayment.

INo

Description

Displays the description of the selected
repayment.

Display Only

I Account

Displays the account to which the prepayment
was charged.

Display Only

PO Num

[f the prepayment distribution was purchase
order matched, Payables displays the transaction
to which it was matched.

Display Only

Receipt Num

If the prepayment distribution was purchase
order matched, Payables displays the transaction
to which it was matched.

Display Only

Existing Prepayment Applications Area

[Unapply Checkbox

Select each prepayment that you want to unapply
to the invoice.

INo

|Amount Applied

Displays the amount of the prepayment applied
to the invoice.

Display Only

GL Date

Accounting date of the prepayment application.
This value will be the GL Date on the
prepayment distribution that Payables creates.

Y es

[Number

Displays the Prepayment Invoice Numbers
available to be applied to an invoice.

Display Only

Dist

Distribution number of the prepayment Item
distribution.

Display Only

Tax Code

Tax Code on the prepayment Item distribution.
This value defaults to the Tax Code on the
repayment distribution that Payables creates.

Display Only

Site

Displays the supplier site to which the
repayment was paid.

Display Only

Description

Displays the description of the selected
distribution. This value defaults to the new
Prepayment distribution, and you can modify the
description in the Distributions window.

Display Only

I Account

Displays the account to which the prepayment
was charged.

Display Only

PO Num

[f the prepayment distribution was purchase
order matched, Payables displays the transaction
to which it was matched.

Display Only

Receipt Num

If the prepayment distribution was purchase
order matched, Payables displays the transaction

Display Only

to which it was matched.

6.

7.

Select (B) Apply/Unapply.

The application of your payment is shown in the Existing Prepayment Applications area.
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Unapply Prepayments

Oracle Public Sector Payables
N — Invoices — Entry — Invoices
B — Actions

Invoice Actions

'E']”'””" EOACTinre

B Cancal [nvojcas
B ApplyiUnapply Frepaymeant.,
R =

e s AT

Hold Mame

B Eelease Holds

Ralaase Mame

Release Reason
W Frint Motice
Prititer

8. Select checkbox Apply/Unapply Prepayments

9. Select (B) OK.
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E Applyvilnapply Prepayiments (FEDERAL RAILR O

FADIING - 21-A

Imvoiee Amount

Irvoice Armount Unpaid

GL Bate Mumber

Armount

CHpHon

Account

PO Num !

Existing Prepaynent A;plicaliuns

Unapply

Amount
Applied

=L Dats
21-AUG2002

Mumber

BET PRE321

| Recaipt Mum -

Description

Arcount

Irwgice Overview

Apply/Unapply

APPLY/UNAPPLY PREPAYMENTS

Field Name

|comments

Required?

[Apply Checkbox

Select each prepayment that you want to apply to
the invoice. The only prepayments that will be
displayed will have the same supplier as the
invoice. Payables displays all available validated
and not fully applied prepayments to which you
can apply to the invoice.

Yes

|Prepayment on
Invoice Checkbox

Indicates the invoice amount was reduced by a
articular prepayment.

INo

[Amount to Apply

Enter the amount of the prepayment to apply to
the invoice.

Yes

GL Date

Accounting date of the prepayment application.
This value will be the GL Date on the
repayment distribution that Payables creates.

'Yes

[Number

Displays the Prepayment Invoice Numbers
available to be applied to an invoice. The only
prepayments that will be displayed will have the

|Display Only

same supplier as the invoice.

|Dist

Distribution number of the prepayment Item
distribution.

Display Only

Tax Code

Tax Code on the prepayment Item distribution.
This value defaults to the Tax Code on the
prepayment distribution that Payables creates.

Display Only
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[Amount Available

Displays the amount of the prepayment that you
can apply. This is the original distribution
amount minus any existing amounts applied to
invoices.

Display Only

Site

Displays the supplier site to which the
repayment was paid.

Display Only

Print Checkbox

Select the Print checkbox to print the
repayment.

INo

Description

Displays the description of the selected
repayment.

Display Only

I Account

Displays the account to which the prepayment
was charged.

Display Only

PO Num

[f the prepayment distribution was purchase
order matched, Payables displays the transaction
to which it was matched.

Display Only

Receipt Num

If the prepayment distribution was purchase
order matched, Payables displays the transaction
to which it was matched.

Display Only

Existing Prepayment Applications Area

[Unapply Checkbox

Select each prepayment that you want to unapply
to the invoice.

INo

|Amount Applied

Displays the amount of the prepayment applied
to the invoice.

Display Only

GL Date

Accounting date of the prepayment application.
This value will be the GL Date on the
prepayment distribution that Payables creates.

Y es

[Number

Displays the Prepayment Invoice Numbers
available to be applied to an invoice.

Display Only

Dist

Distribution number of the prepayment Item
distribution.

Display Only

Tax Code

Tax Code on the prepayment Item distribution.
This value defaults to the Tax Code on the
repayment distribution that Payables creates.

Display Only

Site

Displays the supplier site to which the
repayment was paid.

Display Only

Description

Displays the description of the selected
distribution. This value defaults to the new
Prepayment distribution, and you can modify the
description in the Distributions window.

Display Only

I Account

Displays the account to which the prepayment
was charged.

Display Only

PO Num

[f the prepayment distribution was purchase
order matched, Payables displays the transaction
to which it was matched.

Display Only

Receipt Num

If the prepayment distribution was purchase
order matched, Payables displays the transaction

Display Only

to which it was matched.

10. Payables displays your applied payment in the Existing Prepayment Applications Area.
Select the payment that you want to unapply, select (B) Apply/Unapply.
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Entering Invoice Distributions Prior to Prepayment Application

Distributions

Oracle Public Sector Payables
N — Invoices — Entry — Invoices

Enter Transaction Events

%Emer Transaction Events

Formm Activity [Unmatched Invoice
Transaction Event _
Transaction Code (GG

B [Da not display this window again

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A Caution window will
appear. Select (B) OK to bypass.
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%Imﬂ]ices (FEDERAL RAILROAD ADMIN)

Control Total

Actual Total

E Tammy Enter Invoices
Supplier Supplier Mum || Site Invoice Date Invoice MNum Invoice Amount

| @
@

tandar

I O =4

EQQQQL

S D I

Amount Paid

m m Distribution Total

counted [0

2. Find the invoice you want to enter distributions for.
3. Select (B) Distributions.

Note: Four separate distributions will need to be manually entered to Reverse Prepayment
Budgetary Accounts. The SGL Account will change for each distribution line.

Note: The distribution for the expense (6100xxxx) will be automatically inserted when the
invoice is matched to a purchase order.
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500.00

‘ 500.00/
=
Mum ([ Ty pe Armount Tax Code 5L Date Account
1 Item 5I]l].l]l]j J| 10-JUL-2001 2710700000.2001.0901050000.4 =
} } ) ) )
| : : 1 1
| 1 1 J i
I | | | | |
I | | | |
3 0§ 00000000000 | R b SRR | =
4 4
Never Approved Ho ' | |
SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINISTRATION FLINFO? 'I]
Allocate Reverse 1 Calculate Tax
iew BO Wiew Heceipt
DISTRIBUTIONS
Field Name [Comments Required?
Number Accept default to sequential numbering. Yes
Type Select distribution Type from List of Values. Choose Item [Yes
for goods or services. Choose Miscellaneous for other
expenses on an invoice that are not freight or tax.
Amount Enter the distribution Amount that will charge the General |Yes
Ledger Account. For the Reversal of Prepayment
Budgetary Accounts, the amounts for SGT accounts
49010000 and 48020000 are positive. The amounts for
49020000 and 48010000 are negative, therefore insert a “-*
prior to the amount.
Tax Code Enter a Tax Code if applicable. No
GL Date Accept default from the invoice, or change to any date in an |Yes
open or future period. Payables use the GL Date to
determine when to create a journal entry for the distribution.
Account Enter the Account to be charged using the List of Values. |Yes
Refer to the next screen shot for details on the Account
field.

4. Enter the amount of the Advance/Prepayment to be applied in the Amount field and tab to
the Account field.

Note: For the Reversal of Prepayment Budgetary Accounts, the amounts for SGL accounts
49010000 and 48020000 are positive. The amounts for 49020000 and 48010000 are
negative, therefore insert a (-) (minus) prior to the amount.
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5. When the Alias screen appears, enter an Alias or select (B) OK to enter the distribution
accounting flexfield (AFF).

Note: Each of the four distribution lines to be entered will contain the same Fund, Budget
Year, BPAC, Organization, and Object Class. Only the SGL account will change.

Note: The SGL accounts are as follows: 48020000 (+), 48010000 (-), 49010000 (+), and
49020000 (-).

For example, if the expense distribution is for $500.00 and you are applying a $100.00
prepayment. The distributions are as follows:

Accounting Flexfield SGL Acct | Amount
270070000.2000.0101000000.50A0000000.21000 61006600 500.00
270070000.2000.0101000000.50A0000000.21000 48020000 100.00
270070000.2000.0101000000.50A0000000.21000 48010000 <100.00>
270070000.2000.0101000000.50A0000000.21000 49010000 100.00
270070000.2000.0101000000.50A0000000.21000 49020000 <100.00>

If you have multiple distributions, it is necessary to make the four budgetary entries for each
expense distribution.

For example, there are two expense distributions totaling $500.00 and you are paying the
invoice in total by applying prepayments. The distributions are as follows:

Accounting Flexfield SGL Acct | Amount
270070000.2000.0101000000.50A0000000.21000 61006600 300.00
270070000.2000.0101000000.50A0000000.21000 61006600 200.00
270070000.2000.0101000000.50A0000000.21000 48020000 300.00
270070000.2000.0101000000.50A0000000.21000 48010000 <300.00>
270070000.2000.0101000000.50A0000000.21000 49010000 300.00
270070000.2000.0101000000.50A0000000.21000 49020000 <300.00>
270070000.2000.0101000000.50A0000000.21000 48020000 200.00
270070000.2000.0101000000.50A0000000.21000 48010000 <200.00>
270070000.2000.0101000000.50A0000000.21000 49010000 200.00
270070000.2000.0101000000.50A0000000.21000 49020000 <200.00>

If the traveler’s expenses are less than the prepayment, it is necessary to input the amounts for
the four budgetary entries based on the amounts used in the Treasury Confirmation of the
advance and the invoice.

For example, the advance was made for $250 but the actual invoice (voucher) was only for
$175. The distributions are as follows:

AFF SGL Account Amount
270070000.2000.0101000000.50A0000000.21000 61006600 175.00
270070000.2000.0101000000.50A0000000.21000 48020000 250.00
270070000.2000.0101000000.50A0000000.21000 48010000 <250.00>
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270070000.2000.0101000000.50A0000000.21000

49010000

175.00

270070000.2000.0101000000.50A0000000.21000

49020000

<175.00>

Note: The expense SGL account (61006600) will default when the invoice is matched to

the Purchase Order.

= FRA_AFF |

BUDGET ¥

1
= [=E e 0903000000
8189030000000

S ERREIE =S S0000000000

ARSI =R 0000000000

EERESIE=SE 0000000000

NOT AFP

ARSI =S 0000000000 MNOT AP

MOT APPLICAR

FE N2 710700000 SAFETY AND OPERATIONS, FRA, FY-01, DIRECT

VENT

(AGENCY NAME) AFF
Field Name Comments Required?
Alias (separate window) |Select the account Alias. No
Fund Select the account Fund. Yes
Budget Year Select the Budget Year. Yes
BPAC Select the account BPAC. Yes
Organization Select the Organization. Yes
Object Class Select the Object Class. Yes
SGL Account Select the SGL Account. Yes
Future 1-4 Fields Accept default of zeros. Fields are not applicable at|Yes
this time.

6. Select (B) OK to return to Distributions screen, to continue input.
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% Distributions (FEDERAL RAILROAD ADMIN) - TWW 9, DOT-TRANSP ADMIN SERVICE CENTER

Invaice Total 500.00

Distribution Total 500.00
[
Includes Tax Description Incame Tax Type Incame Tax Region
|

[ |

Eﬁ!

Never Approved | Accounted _ PO Mumber

Account Description  RYAUE R E )] GPERA—I_IONS, FR.BY 2001.SAL EXP ADMINISTRATION FLINFO?

= I
= I
= |
= |
= Iz
]

DISTRIBUTIONS (continued using scroll bar)

Field Name Comments Required?

Includes Tax Enable checkbox to indicate if a distribution amount  |No
includes tax. DOT does not use this functionality at
this time.

Track As Asset Verify the checkbox has been enabled when the No
account type is an asset.

Description Accept default from invoice header or change Yes
accordingly per distribution line.

Income Tax Type |Displays the Income Tax Type from the supplier Display Only
master file.

Income Tax Region|Displays the Income Tax Region from the supplier Display Only
master file’s site region.
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'%Distrihutinns (FEDERAL RAILROAD ADMIN) - TW 9, DOT-TRANSP ADMIN SERVICE CENTER

Invoice Total

Distribution Total 500.00

/|
Final Match Match Quantity Price PO Mumber é
_ — D

A

MNever App
WCCO

unt qili N SAFETY AND 'OPERATIONS,_FR.BY 2001.SAL EXP ADMINISTRATION FLINFO? T

DISTRIBUTIONS (continued using scroll bar)

Field Name Comments Required?

Final Match Enter No if invoice is not purchase order matched. Enter |No
Yes only if the distribution is matched to purchase order
and you want the system to permanently close the
purchase order during Approval.

Match Quantity |Displays the quantity billed if invoice is matched to a Display Only
purchase order. If distribution is not matched, Payables
leaves the field blank.

Price Displays the invoice unit price for a distribution created |Display Only
by purchase order matching. If distribution is not matched,
Payables leaves the field blank.

PO Number Displays the purchase order to which the distribution is  |Display Only
matched.
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%Distribu‘tiuns {FEDERAL RAILROAD ADMIN) - TW 9, DOT-TRANSP ADMIN SERVICE CENTER

Invoice Total

Distribution Total 500.00

o]

PC Line Mum || PO Shipment Mum ||PO Distribution Mum | Receipt Mumber Project |

L

R R

=TS Never Approved Accounted gj PO Mumber
SEGEI IR T SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINISTRATION FLINFO?

sEFEEEeml

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

PO Line Num Displays the purchase order line number to Display Only
(which the distribution is matched.

PO Shipment Num  [Displays the purchase order shipment number |Display Only
to which the distribution is matched.

PO Distribution Num [Displays the purchase order distribution Display Only
number to which the invoice distribution is
matched.

Receipt Num [Displays the receipt number to which the Display Only
distribution is matched.

Project Enter the Project number using the LOV if the |Display Only
distribution is project related.
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eSS Never Approved Accounted PO Murmber —

Account De SAFETY AND OPERATIONS, FR.BY 2001.8AL EXP ADMINISTRATION FLINFO? I

DISTRIBUTIONS (continued using scroll bar)

Field Name Comments Required?
Task Enter project Task if Project number is entered. No
Expenditure Type |Enter Expenditure Type if Project number is entered. No
Expenditure Enter Expenditure Organization if Project number is entered. [No
Organization

Expenditure Item |Enter Expenditure Item Date if Project number is entered. ~ |No
Date

Quantity DOT does not use this functionality at this time. No
Unit of Measure |Displays a statistical unit if you have defined one for the No
(UOM) distribution’s account in the general ledger.
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%Distrihuliuns (FEDERAL RAILROAD ADMIN) - TW 9, DOT-TRANSP ADMIN SERVICE CENTER

Invaice Taotal

Distribution Total

Prepayment Mumber [|Prepayment Distributid) Prepay Amt Remaining) Statistical Gty Withhnld'iﬂg Tax Group

10|

|
|

N
N
N
N
N
]

4]

[
Accounted _ PO Mumber
el e BEEE T G S SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINISTRATION FLINFO?

DISTRIBUTIONS (continued using scroll bar)

[Field Name [Comments Required?

Prepayment Number The invoice number of the prepayment  |Display Only
applied to the invoice.

Prepayment Distribution  [Prepayment Distribution. |Disp1ay Only

Prepay Amt Remaining For item distributions of a prepayment, |Display Only
this field displays the total Item
distribution amount that has not yet been
applied to an invoice.

Statistical Qty Statistical quantity based on the unit of
measure.

Withholding Tax Group  [Withholding Tax group for the
distribution. Not used by DELPHI.

Display Only

Display Only
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'%Distrihutinns (FEDERAL RAILROAD ADMIN) - TW 9, DOT-TRANSP ADMIN SERVICE CENTER

Imvoice Total
Distribution Taotal

Accounted |Receipt Date |Merchant Doc Mum | Merchant Mame || Merchant

|

Never Approved

Il

] D
=i Never Approved Accounted FO Mumber _

B

Calculate Tax

Wiew Receipt

DISTRIBUTIONS (continued using scroll bar)

[Field Name [Comments Required?
Withholding Tax Creation |[Not used by DELPHI. Display Only
Type

Status Approval status of the distribution. Display Only
Accounted Payables displays yes or no to indicate if |Display Only

laccounting entries have been created for
the distribution.

Receipt Date [Not used by DELPHI. Display Only
Merchant Doc Num INot used by DELPHI. Display Only
Merchant Name INot used by DELPHI. Display Only
Merchant Tax Reg Num  |[Not used by DELPHI. Display Only
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%Distrihutiuns {FEDERAL RAILROAD ADMIN) - TW 9, DOT-TRANSP ADMIN SERVICE CENTER

Invoice Total

Distribution Total

Country of Supply (|USSGEL Transaction Cod
B302D-AP Inv No

L 4] ey
= UES Never .Bﬂrwed Accounted g FO Mumber _

Petela BRIl SAFETY AND OPERATIONS, FR.BY 2001.SAL EXP ADMINISTRATION FLINFO?

DISTRIBUTIONS (continued using scroll bar)

Field Name [Comments Required?

Merchant Taxpayer Id INot used by DELPHI. Display Only

Merchant Reference INot used by DELPHI. Display Only

Country of Supply [Not used by DELPHI. Display Only

[USSGL Transaction Code [Enter the Transaction Code for the Yes
distribution.

Encumbered INot used by DELPHI. Display Only

7. Select (I) Save, to save invoice distribution lines.
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Approving and Paying Prepayments

Enter prepayment Approve prepayment
Status = Unapproved Status = Unpaid
>
\ Pay prepayment \
(é’! :‘}-‘3'., Status = Available \%"jﬁ?”

Select prepayment Select invoice and
and apply to one apply one or more
or more invoices prepayments

<€ >
Overview

e  You must fully pay a prepayment before you can apply it to an invoice.

e Pay a prepayment just as you would any other invoice. You cannot partially pay a
prepayment.

e Apply a prepayment on or after the settlement date.

e Approve online in the Actions window, or submit approval in a batch from the Submit
Requests window.

e  Submit AutoApproval for the prepayment.

e Apply a prepayment to an invoice by selecting Actions and selecting Prepayments.
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Identify and Review Available Prepayments

e  Use the Prepayment Status Report to review details for outstanding prepayments.

e Include invoices to compare outstanding prepayments to outstanding invoices for a
supplier.

e  Submit the report for prepayments only to obtain a listing and a balance for all
outstanding prepayments.

e  Submit the report for a supplier type, a single supplier, and a date range.
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Controlling Availability of Prepayments

e Enter a settlement date in the future.
e Place a hold on a prepayment to prevent payment.

e Place a hold on a prepayment payment schedule.
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Canceling Prepayments

e Cancel a prepayment, as you do any invoice, in the Actions window of the Invoice
screen.

e Ifaprepayment has been paid, the payment document that paid the prepayment must
be voided before the prepayment can be canceled.

e  You cannot void a payment document that paid a prepayment unless the prepayment is
fully unapplied.

e Review cancellation information in the Invoices Summary window.
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Lab 1: Processing and Applying a Prepayment

Instructions

You are required to pay $500, in advance, to ACME, as a temporary prepayment on the
purchase of equipment. ACME has sent an invoice for the deposit. Enter a prepayment and
then pay the prepayment and apply it to the subsequent invoice for the balance due.

Note: A prepayment is a type of invoice you enter to make an advance payment to a
supplier or employee. You can enter either a Temporary or a Permanent prepayment.
Temporary prepayment can be applied to invoices you receive. For example, you
may pay an employee an advance for travel expenses. You later apply the prepayment
to one or more travel vouchers received to offset the amount paid to the employee.

Permanent prepayment cannot be applied to invoices. For example, you use a
Permanent prepayment to pay a lease deposit for which you do not expect to be
invoiced.

If you want to apply a prepayment to one or more invoices, you must first approve and
pay the prepayment.

When you enter an invoice for a supplier for whom you have outstanding Temporary
prepayments, Payables notifies you that you have prepayments available that you can
optionally apply. You can also review the Prepayment Status report to check on the
status of all prepayments in your system.
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Lab 1 Solutions: Processing and Applying a Prepayment

Step 1: Create a Prepayment Invoice
1. Navigate to the Invoices window.

N — Invoices — entry — Invoices

% Enter Transaction Events i
Transaction Event
Transaction Caode ﬂ

B Do not display this windoy

2. Inthe Transaction Events screen, select Form Activity = Unmatched Invoice; Transaction
Event = Prepayment; Transaction Code = NONE.

3. This is a Prepayment type invoice. In the Type field, select Prepayment.
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Lab 1 Solutions: Processing and Applying a Prepayment

4.

5.

10.

11.

12.

13.

14.

16.

Enter the supplier ACME Incorporated
Select the supplier site as San Diego.
As the invoice is dated today, accept the default date.

Tab through the invoice number field. The system will enter the current date. Add an
alpha character to the beginning or end of the date to create a unique identifier. Make a
note of the invoice number you entered. This is used later when you apply the
prepayment.

In the Amount field, enter the total due of the prepayment ($500.00).
In the Description field, enter Prepayment — Acme Equipment.
Verify the terms defaulted correctly.

Verify the Payment Method defaulted correctly.

Change the Pay Group to Advances, Vendor.

Note: You always need to change the Pay Group to an advance pay group for any
prepayment.

In the Prepayment Type Field -- since this prepayment will be applied to an invoice --
accept the default type of Temporary.

In the Settlement Date field, since the invoice for the balance could be received at any
time, accept the default date of today’s date.

Validate that your window appears similar to the one displayed below:
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Lab 1 Solutions: Processing and Applying a Prepayment

|
&

=

17.

18.

19.

20.

Type-- Supplier' Supplier'Num Site Invoice Date Invaice Mum || Invaice Curr | Invoice Amount
Prepayme ACME INC §123123123 SAN DIE(§26-FEB-2002 28-FEB-2002a{USD ] 500.0=
4 3
0 [
: 0.00

usp 0.00 -

Never Approved Ho

P-repaymentﬂcme Equi'pmenf

Actions... 1 Halds Payments Ifateh Receipt =
Scheduled Payments Overview Distributions

Save your work.

Select (B) Distributions.
Enter the Amount of the invoice.

Select LOV in the Charge Account field.
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Lab 1 Solutions: Processing and Applying a Prepayment

21.

22.

23

24.

25.

26.

27.

8810101050000

[l{4042000000
cLass (NZJ OFFICE SU
elNi1 8 14506000 N,E - PREP

FUTURE 1 ot ap
FUTURE 2 NOT APP
VU= 0000000000 :
FUTURE 4 [T

Note how the prepayment general ledger SGL Account is automatically generated. Enter
the rest of the Charge Account segments.

Close the Distributions window.

In the Invoices window, select (B) Actions.

Select Approve check box.

Select (B) OK.

Note: The status of the prepayment invoice, after approval will be displayed as “unpaid.”
Save your work.

Exit back to the Navigator screen.
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Lab 1 Solutions: Processing and Applying a Prepayment

Step 2: DEMO ONLY—Pay the Prepayment
1. Navigate to the Payment Batch window.
N — Payments — Entry — Payment Batches

2. In the Enter Transaction Events screen select the following from the LOV. Form Activity
= Payment Batches; Transaction Event = Advances, Vendor; Transaction Code = B110-
Pay,NEF.

ction Events XA X
Forrm Activity I?a:-,‘rmeni Batches
T EEE R = Advances, Yendor

Transaction Code  [B110-Pay,MEF g]

W Do not display this window again

4. Enter the Payment Date as current date and 1 business day.

5. Select Advances Vendor as the Pay Group from LOV.
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Lab 1 Solutions: Processing and Applying a Prepayment

6. Select "check" as the Document from LOV.
7. A popup window will appear telling you that your document is being reserved.

8. Enter the Pay Through Date depending on your Supplier’s terms.

©

Verify that your window appears similar to the ones displayed below:

% Fayment Batches (FEDERAL RAILROAD ADMIN)

Batch MName Batch Set Mame
P2702060CA

10. Select (B) Actions.
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Lab 1 Solutions: Processing and Applying a Prepayment

11.

12.

13.

14.

15.

16.

17.

In the Payment Batch Actions window select the following check boxes:
e Select Invoices

e Build Payments

e  Print Preliminary Register

Select (B) OK.

Oracle Payables displays four concurrent ID numbers. Monitor your concurrent requests
until they have been successfully completed by choosing View Requests from the View
menu, then (B) Find.

Select (B) Refresh data.

View the checks online by selecting (B) View Output for the Preliminary Register in the
Requests screen. Write down the last check number. You will need this number for
confirming the payment.

Leave the Payment Batches form open while you run your concurrent requests. When
status for all requests shows “Completed”, go back to the Payment Batches screen and
select (M) Query, Find. Doing this will open the Find Payment Batches screen, where you
can type the Payment Batch Name. Select (B) Find. This will refresh the Payment
Batches screen so that you can now Format the payment batch.

Select (B) Actions.
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Lab 1 Solutions: Processing and Applying a Prepayment

18. In the Payment Batch Actions screen select the Format Payments checkbox.
19. Select (B) Refresh data.

20. Repeat steps 14 through 16. When the concurrent requests are finished running and the
payment batch screen is refreshed, the status field in the Payment Batches screen will
display Formatted.

21. Select (B) Actions.

22. In the Payment Batch Actions screen select the Confirm and Print Final Register
checkboxes.
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Lab 1 Solutions: Processing and Applying a Prepayment

23. Validate that your window appears similar to the one displayed below:

% FPayment Batch Actions

EE el s 2t o
Frogram
Bl i Rz ez Eizitedri
Bl vimie F iz )
Frinter
EliFarmize Fzpmzres
Frogram
B e o
Frinter
&l Canfirm Payment Batch. ..
HliEizzita Secaurtr)

[l ey ]
o ol |

=il anf?2 113 _ps J

o T e T e e

Bl el Rzt Bz

24. Select (B) OK.
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Lab 1 Solutions: Processing and Applying a Prepayment

25. Select (B) OK. Oracle Payables displays the Confirm Payment Batch window.

% Confirm Payment Batch (FEDERAL RAILRCAD ADhIR

SR CETEe P2 702060 CA

Payment Documents

i Status Frarm
I_ Printed 3475

|
:%-
I Lo

26. In the Status field, enter Printed.

27. In the To field, enter the last check number that printed successfully and that you noted
from the Preliminary Payment Register.

28. Select (B) Confirm.
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Lab 1 Solutions: Processing and Applying a Prepayment

Step 3: Apply the Prepayments.
1. Navigate to the Invoices window.
N — Invoices — Entry — Invoices

A

oS Enter Transaction Events Mo

(Y ies Linmatched Invoice
N = e Unmatched Invoice
Transaction Code |B302D-AP In EJ

MWDo not display this window again

2. Enter the Transaction Event as Unmatched Invoice.

3. Enter the Transaction Code as B302D-AP INV.

4. Select (B) OK.

5. This is a standard invoice. Accept the default invoice type.
6. Enter the supplier Acme Incorporated.

7. Oracle Payables reminds you that there is a prepayment available for your supplier. Select
(B) OK.
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Lab 1 Solutions: Processing and Applying a Prepayment

L
e

T'}.rpe Supplier Suppjief-NLim Site Inwoice Date Imvoice Mum | lnvoice Curr || Invoice Amount
Standard | ACME INC [123123123 | | | lusp _' &
4 | [ — = r
Ok
0 [}
, 0.00
UsD 0.00 .
Hever Approved No
Actions... 1 - Haolds Payments : . Match | Purchase Order >
‘Scheduled Payments Crverview Distributions

10.

11.

12.

13.

14.

15.

Select the supplier site.
As the invoice is dated today, accept the default date.

Tab through the Invoice Number field and add an alpha character to the end of the date to
create a unique identifier.

Enter the total due of the invoice in the Amount field ($2,500.00).

Enter a description and terms date of the invoice. Verify the Terms, Payment Method, and
Pay Group defaulted corrected.

Select (B) Distributions.
Enter the amount of the invoice.

Complete segments in the popup window.
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Lab 1 Solutions: Processing and Applying a Prepayment

16. Validate that your window appears similar to the one displayed below:
BE FRA_AFF

RS 700700000

BUDGET ¥ BY

210101050000
4042000000

SAFETY AND OPERATIONS, FRA, FY-00, DIRECT

SUPPLIE

MOT APP

FUTURE 3
FERIEIE= 0000000000

17. Select (B) OK. Verify that the Distribution Total is equal to the Invoice Total.

18. In the Distribution screen, enter the following four adjustments to reverse the Prepayment
Budgetary Accounts. Using the same Fund, Budget Year, BPAC, Organization and Object
Class as shown above.

Note: These 4 extra distribution lines must match the prepayment AFF for the fund,
budget year, BPAC, organization and object class.

Amount | Fund Budget | BPAC Org Object | SGL Future’s
Year Class Account
500 2700700000 | 2000 0101050000 | 4042000000 | 26620 | 49010000 | 000000000
-500 2700700000 | 2000 0101050000 | 4042000000 | 26620 | 49020000 | 000000000
500 2700700000 | 2000 0101050000 | 4042000000 | 26620 | 48020000 | 000000000
-500 2700700000 | 2000 0101050000 | 4042000000 | 26620 | 48010000 | 000000000

The amount you use for these 4 additional distributions is the amount that you are applying
to the invoice. The amounts for SGL Accounts 4901 & 4802 are always positive.

The amounts for SGL Accounts 4902 &4801 are always negative.

19. Save your work. Close the Distributions window.
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Lab 1 Solutions: Processing and Applying a Prepayment

20. Select (B) OK.
21. To apply the prepayment to the invoice, from the Invoices window select (B) Actions.

22. In the Invoice Actions window, select Apply/Unapply Prepayment check box.

Printer

B(FPrint Maotice

Sender Mame

=ender Title

23. Select (B) OK. Oracle Payables displays the Apply/Unapply prepayments window.

24. The Apply/Unapply Prepayments window appears automatically on the left side of the
window. Select the appropriate checkbox of the prepayment to apply. Make sure you
select the prepayment invoice number you entered in the first part of the lab.
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Lab 1 Solutions: Processing and Applying a Prepayment

25. In the Amount to Apply field, accept the default or enter the dollar amount to be applied.

26. Validate that your window appears similar to the one displayed below:

2,500.00
2,500.00

FY

500.00{01-MAR-2002 |[26-FEB-2002a |1 | 500.00 |SAN DIEGO

) J )
) J )
) J )

Prepayment Acme Equipment
SAFETY AND OPERATIONS, FR.BY 2000.SAL & EXP ADMINISTR:

Prena o N 3110

Invoice Overview Apply/Unapply.

27. Select (B) Apply/Unapply.
28. Note that in the Invoices window the Prepaid Amount field is updated.

29. Optionally, you can reopen the Apply/Unapply window, and see that your prepayment has
now been applied.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing and Applying a Prepayment
Chapter 7 - Page 67



Lab 1 Solutions: Processing and Applying a Prepayment

5L Date Murmber

PO Mum !]

Existing Prepayment Applications

napply Amount
. ; Mumber

|28-FEB-2002a

B Prepayment-Acme Equipment
ST SAFETY AND OPERATIONS, FR.BY 2000.SAL & EXP ADMINISTRAGECSHRIITIE

30. In the Invoice header screen, you can also select (B) Overview to view the payment
schedule.

31. Save your work.
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Summary

In this lesson you should have learned how to do the following:
e Identify when to use prepayments.
e  Enter prepayments.
e Enter prepayment distributions.
e Apply and unapply a prepayment to an invoice.

e Approve and pay a prepayment.
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Processing Payment
Batches

Chapter 8

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 1



Processing Payment Batches

Section Objectives
At the end of this section, you should be able to:
e Initiate new payment batches
e (Create and find payment batch templates
e  Modify payment batches
e Format payment batches
e  Confirm payment batches
e Find payment information
e  Process EDI payments

e  This will be performed as a Demo only.
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Payment Batches Overview

Select invoices

(Build payments)

v

Format
payments

Y

Print checks or
create electronic
payments

v

Confirm
payments

Use payment batches to create payments for multiple invoices that meet selection criteria you
specify. In addition to controlling which invoices Oracle Payables selects for payment in the
batch, you can also set limits on payment amounts and decide whether to take applicable
discounts.

You follow a series of steps to create your payment batch payments, and you initiate each step
from the Payment Batch Actions window.

1. Initiate the payment batch by entering criteria for invoices you want to pay. Oracle
Payables selects invoices and from the list builds the payments; it determines which
invoices will be paid on each payment document and lists this information for you on the
Preliminary Payment Register.

2. Format payments to have Oracle Payables produce an output file.

3. Confirm the payment batch by recording the document numbers associated with each
payment. During this step, Oracle Payables updates the invoice status to Paid and
associates a payment number with the invoice and invoice payment.
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Processing EDI Payments Overview

Payments without EDI

Select invoices

Payments with EDI

Y

Select invoices

Build

Y

\

Build

Format

Y

EDI 820

Confirm

Y

Confirm

To create an electronic payment file that Oracle EDI Gateway formats and transfers to your
bank, you follow nearly the same steps as in creating checks in a payment batch.

e Invoices are selected for payment based on the criteria you specify in the Payment
Workbench. Payments are then built based on other criteria such as pay site.

e Instead of the format process which creates the check layout, the EDI 820 program
runs and extracts the payment data to the Oracle EDI Gateway.

e The payment data is automatically sent to your EDI translator and then to the bank.

e  Once the payment batch is formatted, you can confirm your payments and Oracle
Payables marks the invoices as paid.
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Payment Batches Overview

Processing EDI Payments Overview

Payments without EDI Payments with EDI

Select invoices

Y

Select invoices

Build

Y

Y

Build

Format

Y

EDI 820

Confirm

Y

Confirm

To create an electronic payment file that Oracle EDI Gateway formats and transfers to your
bank, you follow nearly the same steps as in creating checks in a payment batch.

e Invoices are selected for payment based on the criteria you specify in the Payment
Workbench. Payments are then built based on other criteria such as pay site.

e Instead of the format process which creates the check layout, the EDI 820 program
runs and extracts the payment data to the Oracle EDI Gateway.

e The payment data is automatically sent to your EDI translator and then to the bank.

e  Once the payment batch is formatted, you can confirm your payments and Oracle
Payables marks the invoices as paid.
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Payment Batches Overview

Processing EDI Payments Overview

Oracle Payables Prerequisites
Oracle Payables prerequisites for processing EDI Payments are as follows:

e  Setup suppliers for EDI transactions
— Assign Electronic as the method of payment

— Assign EDI payment formats
e  Set up supplier bank accounts
e Define a unique pay group - Employee or Vendor
e C(Create a bank account for your EDI payments (this part of the initial one - time setup)

e (Create a payment document with the Payment format of EDI Outbound (this part of
the initial one - time setup)
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Finding High-Level Payment Information

Find Payments

Oracle Public Sector Payables

N — Payments — Inquiry — Payment Overview

Find Payments

E=Find Payments
Payments

Mumbers !J .

Supplier Voucher Number

Marme From

To

FIND PAYMENTS

Payments Area

Field Name Comments Required?

Numbers Enter a range of document numbers. No

Dates Enter a range of payment dates. No

Supplier Area

Name To find payments made to a particular supplier. The |No
number and taxpayer ID will default.

Taxpayer ID Enter a Taxpayer ID. The name and number will No
default.

Number Enter a supplier Number. The name and taxpayer ID|No
will default.

Site Enter the supplier Site name. No

Voucher Number Area

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 7




From Enter a starting voucher number. No

To Enter an ending voucher number. No

1. Select (B) Find to review the Payment Overview window.

Use the Payment Overview window to review the status of a payment and its related high-
level information. Review information quickly when a supplier calls to inquire about the
status of a payment. Since the Payment Overview window is a display-only window.

1120 VERMONT AVE ASSOC
521148526

HITETEN 521148526 =IEENWASHINGTON
41120 VERMONT AVE NW STE 900
WASHINGTON, DC 20005

% Payiment Overview (FEDERAL RAILROAD ADMIN)

Currency m
BEEN30-HOW-2000 |
Batch

Supplier

i FRA TREASURY
el a8 FRATREASURY FY00 69070001

Payment Document

FPayment Method

Amount Paid GL Date Diescription

PAYMENT OVERVIEW

Field Name [Comments Required?

[Number Displays the document number payables [Display Only
assigned to the payment.

Currency Displays the currency. Display Only

Date Displays the Payment Date. Display Only

Batch Displays the payment batch in which the |Display Only

ayment was made.

[Voucher DOT does not use this functionality. Display Only

Status Displays the status of the payment. Display Only

Cleared Amount DOT does not use this functionality. Display Only

Cleared Date DOT does not use this functionality. Display Only

Void Date Displays the date the payment was Display Only
voided.

Maturity Date DOT does not use this functionality. [Display Only

Supplier Area

Processing Payment Batches
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[Name Displays the supplier name. Display Only

Taxpayer I1d Displays the taxpayer ID. Display Only
[Number Displays the supplier number. Display Only
Site Displays the supplier site. Display Only
Address Displays the supplier address. Display Only
Bank Area

[Name Displays the bank name. Display Only
[Account Displays the bank account. Display Only
[Payment Document [Displays the payment document. Display Only
[Payment Method Displays the payment method. Display Only
Invoices Area

[Number Displays the invoice number. Display Only
Amount Paid Displays the amount paid for the invoice. |Display Only
GL Date Displays the GL date on the invoice. Display Only
[Description Displays the Description on the invoice. |Display Only

2. Optionally, select (B) Payments to navigate to the Payments window to view additional
details.

3. Optionally, select (B) Invoice overview to view additional details about the invoice.
4. Optionally, select (B) Bank to view additional details about the bank.

5. Optionally, select (B) supplier to view additional details about the supplier.
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Finding Payments or Payment Batches

Find Payments

Oracle Public Sector Payables
N — Payments — Inquiry — Payments

Find Payments

EZFind Payments

Payment

Accounted

Ba ut Document Mame

nent Method

Supplier Voucher Audit

Marne

Mumber Sequenc

er D Murber From
Mumber Ta

Faid To Mame

Status
Status

Dates

FIND PAYMENTS

Payment Area

Field Name Comments Required?
Numbers Enter a range of document Numbers. No

Dates Enter a range of payment Dates. No
Amounts Enter a range of payment Amounts. No
Currency Enter the type of Currency. No
Accounted Select the Accounted Status from the poplist. No

Bank Account Enter the Bank Account that payments were made. No
Document Name |Enter the name of the document. No
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Payment Method |Enter the payment Method. No
Batch Enter the Batch number. No
Supplier Area
Name Enter the supplier Name to find payments made to a No
particular supplier. The number and taxpayer ID will
default.
Number Enter a supplier Number. The name and taxpayer ID will |No
default.
Taxpayer ID Enter a Taxpayer ID. The name and number will default. |No
Site Enter the supplier Site name. No

Paid-To Name

Enter the name the payment was made to if different from
the supplier/site.

No

Voucher Audit Area

Category Enter the document Category. No
Sequence Name Enter a Sequence Name. No
Number From Enter a starting voucher number. No
Number To Enter an ending voucher number. No
Status Area

Status Enter a Status of the payment. No
Dates Enter a range of Dates for payments in the status selected |No

above.

1. Select (B) Find to query on selected criteria.

Find Payment Batches

Oracle Public Sector Payables
N — Payments — Inquiry — Payment Batches

Find Payments Batches
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%Find Payment Batches

Fayment Dates

Invoice Selection Criteria

FIND PAYMENT BATCHES
Field Name Comments Required?
Batch Run Name Unique value entered when you submit a payment |No
batch set for payment processing.
Batch Set Name User defined name of a payment batch set. No
Batch Name Enter the Batch Name to be queried. No
Template Select yes, no, or leave blank. No
Bank Account Enter the Bank Account. No
Document Enter the document type. No
Payment Method Select the payment method. No
Currency Enter the currency. No
Status Select the status of the batch. No
Allow Zero Payments Select yes, no, or leave blank. No
Next Step Select the next step to be performed in the batch ~ |[No
being queried.
Payment Amounts Enter a range for payment amounts. No
Payment Dates Enter a range for payment dates. No
Invoice Selection Criteria Area
Pay Group Enter the pay group for invoice selection. No
Allow Zero Invoices Select yes, no, or leave blank. No
Priorities Enter a range for payment priorities. No

2. Select (B) Find to query on selected criteria.
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Initiating New Payment Batches

Enter Transaction Events

Oracle Public Sector Payables
N — Payments — Entry — Payment Batches

Enter Transaction Events

% Enter Transaction Events
Hel e wi A Payment Batches

e =E A Yendor or Yendor Ho Check
Transaction Code  [B110-Pay,NEF E]

B0 naot display this window again

Note: A transaction code is required for all payment batches, if it is not entered, the batch
cannot be saved.

ENTER TRANSACTION EVENTS

Field Name Comments Required?
Form Activity Accept default of Payment Batches. Display Only
Transaction Events Choose Pay Group from LOV. Yes
Transaction Code Choose from LOV. Yes

1. Enter the Transaction Event information and select (B) OK. The Payment Batches screen
will appear.
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=
Blatch Name |Batch Set Mame  |Template |Payment Date | Status Inwiice

V2702229EA | 19.AUG2002  [New #
| | |
| ) | J |
' ) | J |
I ) | ) |
| | | | | ~
41 k
.»'é'ﬁ:-fﬁ? ns. 1 anﬂ’é}}' Bateh Eﬁp&' Ta.. 1 Bayiments

2. Scroll to the right to view additional screens.

E ‘avment Batches (FEDERAL RAILROAD ADMIN)

Invoice Batch Name: Supplier Name |Pay Group

| |FRATREASURY FYDD

-'-'é_}ctihﬂas | Requery Batch Capy To.. 1

3. Enter the information in the Payment Batches Screen.

Refer to Payment Batch Naming Convention [REF6010]

PAYMENT BATCHES
Field Name Comments Required?
Batch Name Enter unique name for the Payment Batch using the|Yes

Payment Batch Naming Convention. This name
will be used later to query and confirm the payment
batch. The batch cannot be saved unless it is
entered correctly. The system will display an error
message until it is corrected.

Batch Set Name User defined name of a payment batch set. No

Template Select this checkbox to use this payment batch as a |[No
future template.

Payment Date Enter the settlement date, which is the next Yes

business day. This is the date Treasury will print
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on the payment or remittance advice. Rule is
current date plus one business day.

Status

System generated status of the payment batch.

Display Only

Invoice Batch Name

Enter the Invoice Batch Name. This Invoice Batch
Name will be used as a criteria for selecting
invoices for payments from the selected batch.

No

Supplier Name

Enter the Supplier Name. The Supplier Name will
be used as a criteria for selecting invoices for
payments from the selected supplier.

No

Pay Group

Enter the Pay Group for the payment batch. This
Pay Group will be used as criteria for selecting
invoices for payment.

Yes

Bank Account

Bank Account will default as the internal bank
account setup for the agency. Bank Account can be
changed if necessary.

Yes

Document

Select the payment document used for the payment
batch.

Yes

Payment Method

Select Payment Method from LOV.

Yes

Future Dated Payments

This checkbox indicates that the payments in the
batch are future Dated Payments.

No

Reference

This field can be used to enter additional
information or comments.

No

Next Step

System generates next step in the payment batch
process.

Display Only

Pay Through Date

Enter the date that invoices are to be paid through.
Payables uses this date as search criteria for the
invoices selected for payment.

Yes

Hi Payment Priority

Enter range for priority of payments. For the DOT
this field will default to 1.

Display Only

Low Payment Priority

Enter range for priority of payments. For the DOT
this field will default to 99.

Display Only

Allow Zero Invoice

Select this checkbox to allow zero invoices to be
selected for payment.

No

Include Only Due

Do not select this checkbox due to the
Economically Beneficial Calculation required. This
checkbox is selected to include only payments that
are due on or before the pay through date.

No

Account Currency

Currency assigned to the bank account.

Display Only

Payment Currency

Field defaults to currency defined in the
application.

Display Only

Exchange Rate Type

Field is used to determine rate type. DOT is using
USD currency only. Therefore this field is not
required.

No

Exchange Rate

Field is used to determine exchange rate. DOT is
using USD currency only. Therefore this field is
not required.

No

Minimum Payment

Field defaults minimum amount of payment from
application setup based on agency and Treasury
requirements.

Display Only

Maximum Payment

Field defaults maximum amount of payment from
application setup based on agency and Treasury
requirements.

Display Only

Maximum Outlay

Maximum outlay is the maximum amount Payables
will pay for the batch total. There is not a
maximum amount limit issued by Treasury.

No
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Allow Zero Payments |Selecting this checkbox will allow payment of zero |No
amount checks.
First Document System generates next document number available. |Display Only
Last Document System generates the last document number Display Only
available.
Voucher Number DOT will be using the document numbers to No
process payment batches. Therefore this field is not
required.
Document Order Select the order in which you want to view your No
preliminary payment register.
Serial Number DOT will be using the document numbers to No
process payment batches. Therefore this field is not
required.
Audit Required Select checkbox if audit of the payment batch is No
required.
Interval DOT will be using the document numbers to No
process payment batches. Therefore this field is not
required.
Anticipated Value Date |Expected date that your bank will withdraw funds |No
from your bank account for the payments
Transfer Priority DOT will be using the document numbers to No
process payment batches. Therefore this field is not
required.
Transaction Code Transaction Code defaults from selection made in  |Yes
the Select Event Transaction form.
Payment Total System generates total amount to be paid in the Display Only
payment batch.
Invoice Count System generates total invoice count to be paid in |Display Only
the payment batch.
Negotiable Payment System generates total of negotiable invoices to be |Display Only
Count paid in the payment batch.
Overall Payment Count |System generates total payment document count to |Display Only

be paid in the payment batch.

Exchange Date System generates date used for currency conversion|Display Only
calculation. DOT not using multiple currency at
this time.

4. Select (B) Actions to open the Payment Batch Actions window.

5.

Build Payments, and Print Preliminary Register.

To select and build the payment batch enable the following checkboxes

. Select Invoices,
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&% Payment Batch Actions

=il Build Payments Program

il anf? 124 ps
B Format Payments
Frogram
= e o et
Frinter
T T e

LiRiE]Fje|

Printer

Frogram

Cancel

PAYMENT BATCH ACTIONS
Field Name Comments Required?
Select Invoices Enable checkbox to allow Payables to Yes

determine which invoices will be paid on each
payment document.

Build Payment Enable checkbox to allow Payables to build the |Yes
payments.
Program Displays the output program used to build the |Display Only

payment document.

Modify Payment Batch  |Select if a modification needs to be made to the |No
payment batch prior to formatting. You can
prevent payment to a supplier or particular
invoice, change an invoice amount or add an
invoice that Payables did not originally select.

Print Preliminary Register |Enable checkbox to allow Payables to run this |Yes
register automatically during the formatting
process. Information such as the total amount,
amount per invoice, and vendors associated
with the payments are reported.
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Printer

Allows automatic print capability of the
Preliminary Register to a designated printer.

No

Format Payments

Enable checkbox to have Payables produce an
output file for payment processing. This is
enabled when payment batch is at the Built
status.

Yes

Program

Displays the output file used to format payment
batch.

Display Only

Print Now

Prints payment batch checks if selected along
with Format Payments.

No

Printer

Displays the printer assigned.

Display Only

Confirm Payment Batch

Enable checkbox when payment batch is at the
Formatted status. Updates the payment history
of invoices paid and associates payment
document numbers with the invoices.

Yes

Create Accounting

Enable checkbox to create accounting entries.

Yes

Create Positive Pay File

Creates a file that includes all checks in the
payment batch, including negotiable, and non-
negotiable.

No

Print Final Register

Payables automatically runs the final register
during the confirm process.

No

Printer

Allows automatic print capability of the Final
Register to a designated printer.

Display Only

Print Remittance Advice

Enable to allow a separate remittance advice to
be sent to the vendor/employee.

No

Program

Displays the file used to create the advice.

Display Only

Cancel Payment Batch

Batch may be canceled if it has not been
confirmed. Payables will update the status of
each invoice selected in the batch to Unpaid and
cancel the batch to make the payment document
available for another use.

No

6. Select (B) OK.

7. From the Payment Batches screen, select (M) View and select Requests. The Find
Requests window will appear. Confirm the All My Request radial button is selected.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 18



| o
= Find Requests

Reguest |0

[Narme

ate Bubmitted

Ciate Completed

Status

FPhiase

Requestar

Flinclude Reguest-Set-Stages in Quaty

8. Select (B) Find. The Requests window will show all requests, including those that are
pending. To refresh the screen, select (B) Refresh Data. The Phase field will change to
Completed and the Status field to Normal.

9. Select the Preliminary Payment Register and select (B) View Output. Note the amount of
the payment, invoices and suppliers to be paid. The document numbers will be used when
confirming the payment batch.

10. After Building the payment batch has completed normally, return to the Payment Batches
screen. Refresh the Payment Batches screen by selecting (B) Requery Batch.

The status displayed will be Built.

The payment batch can only be modified when the status is Built.
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Modifying Payment Batches

Modify Payment Batch

Note: Only modify a payment batch in a status of Built.

Oracle Public Sector Payables
N — Payments — Entry — Payment Batches

Enter Transaction Events

1. Select (B) Cancel to exit the Enter Transaction Events screen.
2. A Caution screen will be displayed. Select (B) OK to bypass it.
3. Select (M) View-Find to open the Find Payment Batches screen.

4. Select (B) Find to query all payment batches. However, the Find Payment Batches screen
may be used to enter criteria that will narrow the search for particular payment batches.

5. In the Payment Batches screen, select the payment batch, and select (B) Payments. You
can:

e Modify the payment amount of an invoice
e Prevent payment to a supplier
e Prevent payment of a particular invoice

e Add an invoice that Oracle Public Sector Payables did not originally select
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Amount

Selected Invoices

Invoice

Payment Amount

unt

c109-AUG-2001

witthets Amourt - [N

Invoice Overview

Amount Due

Interest Amount

6. If further information is needed select (B) Invoice Overview.

7. Save after each change is made.

500.00

8. Select (B) Build after all your changes are made. Oracle Public Sector Payables
automatically rebuilds payments after you modify the payment batch. After you complete
your modifications, you can review your changes on a new Preliminary Payment Register
and modify the payment batch again or continue with formatting payments.

MODIFY PAYMENT BATCH

Field Name Comments Required?

Supplier Displays the Supplier name in which the payment is Display Only
being made.

Site Displays the supplier Site in which the payment is being |Display Only
made.

Pay Select Yes to Pay the supplier. Select No to remove Yes

invoices related to the supplier. Select Force to pay the
supplier even though the payment batch exceeds the
maximum outlay.

Non-Payment

Select a reason from the LOV when No has been selected

No

Reason in the pay field.
Amount Displays the Amount that will be paid. Display Only
Remit-to Account |If the Allow Remit-to Account Override Payables option |No
is enabled, the Remit-to Account can be changed to
another bank account that is assigned to the supplier site.
Selected Invoices Area
Invoice Number |Displays the Invoice Numbers associated with the Display Only

supplier.
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Pay Select Yes to include the invoice in the payment batch. |Yes

Select No to delete the invoice from the payment batch.

Select Force to pay an invoice even though the payment

batch exceeds the maximum outlay.
Discount Amount |Enter amount of discount on invoice. No
Maximum Displays the Maximum Payment amount for the invoice. |Display Only
Proposed Displays the Proposed payment amount for the invoice. |Display Only
Due Date Displays the date the invoice(s) are due. Display Only
Amount Due Display the Amount Due on the invoice. Display Only
Withheld Amount|Displays the Amount Withheld from an invoice. Display Only
Interest Amount |Displays the amount of interest due on the invoice. Display Only
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A government payment batch must be modified to only include the type of government
payment batch you have created.

For example: A government payment batch for outside DOT agencies must be
modified to exclude DOT agencies.

The payment batch must be limited to include only the invoices that have the same
Treasury Date period.

For example: IPAC payments that have a Treasury Date of June 2000 must be
modified to exclude payments in any other period.

11. Select (B) Actions to open the Payment Batch Actions window.

12. Enable the Format Payments check box to format the batch.

13.  Select (B) OK.

14. Select (B) Requery Batch until the status changes from Built to Formatted.

15. To confirm the batch and produce the final payment register select (B) Actions.

16. Select checkboxes to Confirm Payment Batch and Print Final Register. Select (B) OK.
The Confirm Payments screen appears.

%Cunﬁrm Payiment Batch (FEDERAL RAILROAD ADRMIN)

=E | TR CF 01 127 S ACT |

Payment Documents

Status Friin
1100433

17. The status of the Payment Document should be Printed from LOV.

The number of documents should correspond to the number of payments being made.
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18.

19.

20.

21.

22.

23.

Enter the ending document number, located on the Preliminary Payment Register, in the
To field.

Select (B) Confirm.
Select (B) Requery Batch until status changes from Formatted to Confirmed.

Select (B) Find. The Requests window will show all requests, including those that are
pending. To refresh the screen, select (B) Refresh Data. The Phase field will change to
Completed and the Status field to Normal.

Optionally review the Final Payment Register and Confirm Payment Batch by choosing
the request title and selecting (B) View Output.

The status displayed will be Confirmed.

Create the accounting entries for the Payment Batch. This step must be done before the
transactions will transfer to GL and before Treasury Confirmation can occur.
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Create Accounting Entries Online for Payment Batches

Payment Batches

Oracle Public Sector Payables
N—Payments—Entry—Payment Batches
Payment Batches

2% Enter Transaction Events XX

Elin i s P ayment Batches
Transaction Code [

W[ not display this window again

Cancel

1. Select (B) Cancel on the Enter Transaction Events screen to exit. A caution window will
appear. Select (B) OK to bypass.

=
Batch Mame Batch Set Name || Template ||Payment Date || Status || Invoice Batch Name | Supptier
| New -
1 ; 3
Actions.. 1 Requery Batch Copy To.. 1 Payments
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2. Find the Payment Batches you want to Create Accounting Entries for.

3. Select (B) Actions.

%Pa}nnent Batch Actions

I B
Sl el Perrnzris
Program
Slinedine Faimzns ke
S Erine Fralimiinziey ezt
Frinter
S F oz Femariis
Frograrm
B e e
Frinter
S ol Farizne S
> Accounting
S ez Mozt Hay il
W Frint Final Re
Frinter
W Frint Femittance Advice

Program

4. Select the Create Accounting checkbox and select (B) OK.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 26



Voiding Payments

Payment Actions

Oracle Public Sector Payables
N — Payments — Entry — Payments

Enter Transaction Event

2% Enter Transaction Events XX

Elin i s P ayment Batches
Transaction Event —
Transaction Cod [

W[ not display this window again

Cancel

1. Cancel the Transaction Event window by selecting (B) Cancel. A Caution window will
appear. Select (B) OK to bypass this window.

2. Find the payment that you want to void.

3. Select (B) Actions.
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% Payment Actions

Sl E iz Frogram |
O Frimt el Printer —
Ol Crazitz Secatniine)
B Frin Farmiiizinese Sl
Frograrm
B Pz

Payment Date

Fayment Rate

“oucher Mum

W |nitiate Stop

Ml oid

PAYMENT ACTIONS

Field Name Comments Required?

Format Not used by DELPHI at this time for No
voiding payments.

Print Now Not used by DELPHI at this time for No
voiding payments.

Create Accounting Not used by DELPHI at this time for No
voiding payments.

Print Remittance Advice |Not used by DELPHI at this time for No
voiding payments.

Reissue Not used by DELPHI at this time for No
voiding payments.

Initial Stop Not used by DELPHI at this time for No
voiding payments.

Program Not used by DELPHI at this time for No
voiding payments.

Printer Not used by DELPHI at this time for No
voiding payments.
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Program (Not used by DELPHI at this time for No
voiding payments.

Payment Date Not used by DELPHI at this time for No
voiding payments.

Payment Rate Not used by DELPHI at this time for No
voiding payments.

New Check Num Not used by DELPHI at this time for No
voiding payments.

Voucher Not used by DELPHI at this time for No
voiding payments.

Date Not used by DELPHI at this time for No
voiding payments.

Void Checkbox Select the checkbox Void Yes

Date Leave this date as current date if voiding |Yes

for any other reason than an IPAC
reversal or a canceled check from

Treasury.

GL Date Accept default or change date for Yes
Accounting Distributions.

Invoice Action Select from: Yes

None - to change the status of the
invoice to Unpaid. The invoice will be
available for payment on a new payment
document.

Hold - To apply a hold to the related
invoices and select a hold name in the
hold window.

Cancel - to cancel all related invoices
and reset their amounts to zero.

4. Select the Void checkbox.
5. Select (B) OK.

6. A Caution window appears warning you that voiding a payment cannot be undone. Select
(B) OK to continue voiding the payment.

7. Select (I) Save and close.
8. Exit back to the navigator.

9. Create the accounting entries for the voided payment.
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Submitting the Payables Accounting Process

Submit a New Request

Oracle Public Sector Payables

N—Other—Request—Run

Submit a New Request

2% Submit a Mew Request

What type of request do you want to run?

uto submit an individual request.

® Request Set
you to submit a pre-defined set of

1. Select Single Request and select (B) OK.
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B Submit Request

Run this Bequest...

Barme [Payables Accounting Process

Parameters

ELEEEERS American English

At these Times...

Upon Completion...

| > all Qutput Files

Moty

J

Sipfidsanf2_124_ps
e

As Soon as Possible Schedule. .

SUBMIT REQUEST

Run This Request Area

Field Name Comments Required?

Name Name of the Request. Yes

Parameters Enter additional criteria for the Request. Yes

Language Defaults to American English Yes

At These Times Area

At these Times |As Soon As Possible is the default. Yes

Upon Completion Area

Save All Output  |Check this field if you want to save the output filesto  |No

Files view online.

Notify Enter the name of the user you would like to have the  |No
system notify when this process has completed.

Print To Select the printer to have a hard copy of the system No
output printed.

2. Complete any necessary fields in the Submit request screen.
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Using Payables Submit Request Window

Using the Submit Request Window

Standard request submission gives you control over how you run your requests and request
sets. Using the Submit Request window, you can perform these tasks:

e  Submit a request for a single report (request) or a predefined collection of reports
(request sets).

e Select the report parameters that you want the report to use.

e Schedule your report to run now or request a time in the future. You may also request
to be submitted repetitively at a selected interval.

e  Choose the information output method.
View reports online by selecting the Save All Output Files checkbox.

Select (B) Options to print hard copies, print multiple copies, or select an output printer.
The Completions window allows you to notify others regarding the report.

Oracle Public Sector Payables
N — Other — Requests — Run

Submit a New Request

&% Submit a Mew Request

What type of request do you want to run?

¥ ou to submit an individual request,

® Request Set
you to submit 3 pre-defined set of

1. Select the checkbox for either Single Request or Request Set.
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2. Select (B) OK.

SUBMIT A NEW REQUEST
Field Name Comments Required?
Single Request |Checkbox. Submit an individual request for a program or Yes
report. (Either Single Request or Request Set must be
checked).
Request Set Checkbox. Submit a request for a pre-defined set of Yes
programs or reports. (Either Single Request or Request Set
must be checked).

. Submit Request

Run this Request...

As Soon as Possible Schedule. ..

At these Times...

Upon Completion...

» all Output Files

i
Frint to aniZ 124 ps

3. Select Name from LOV.

SUBMIT REQUEST

Field Name Comments Required?

Name Enter the name of a program or report, or a set of Yes
programs/reports from LOV.

Parameters Window automatically appears if you select a request that Yes
requires parameter values. The prompts in the Parameters
window are specific to the request you select

Language Should always default to “American English”. Yes
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ge= Parameters

Fayment Batch [1IERER. U

4. The parameters options box appears immediately after you select your report. You type in
the parameters that you want the report to run and select (B) OK.

5. The parameters option box varies by report, depending on the parameters available for that
particular report. For further information about a specific report, refer to the Navigation
concerning that report.

6. Select (B) Schedule, if you want your request to be submitted at a future time or scheduled
repetitively at a selected interval.

&= Schedule

Run the Job...

REun At (12 JUL-2001 14:27:45 IJ

e s e

7. Notice that the screen changes when you select a different checkbox, to accommodate the
parameters that must be input, depending on the scheduling of the report or program.
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g5 Schedule

Run the Job... > :
b e 12 UL 2001 14:27:45
1 Soon as P hle
End At

Leave End Date hlank to run indefinitely

iadically

rizzdl
Apply the Interval...

of the prior run

S From the Completion of the prior run

8. Notice if you want the report to be run on specific dates or days of the week, select the On
Specific Days checkbox.
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gz Schedule

Run the Job...
Start At 12-JUL-2001 14:27:45 H

S Month:
® Periodically

n Specific

Ij =

If you do not specify an end date when you select the checkbox for either On Specific
Days or Periodically, the Request or Request Set repeats indefinitely until you cancel it.

SCHEDULE
Field Name Comments Required?
Apply a Saved Allows you to reuse a previously defined and saved No
Schedule schedule. You may modify the saved schedule for this
one submission or save the modified schedule under a
new name.
Run the Job Area
As Soon as Possible [Submits as soon as possible. No
Once Submits at date/time specified. If you choose this option, |No
you must use the calendar from LOV to select a date and
time.
Periodically Submits request for interval you specify. When you No

choose this option, several new fields appear to let you
specify the interval of minutes, hours, days or months
between resubmitting the request. You can also specify
whether to count your interval from the start time or the
completion time of the request.

On Specific Days |Submits on certain days of the week or month. When No
you select this option, new fields and calendars appear to
let you specify which day of the week and/or month to
submit your request. If your request contains date
parameters, select the Increment date parameters each
run checkbox. Also, select Save this schedule checkbox
to use this schedule again.
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|Advanced |Reserved for future releases.

No

9. Select (B) OK.

10. Select (B) Options if you wish to print the report in hard copy, print multiple reports or
select an output mirror. The Upon Completion ... window also allows you to notify others
regarding a report.

g p L I
Landscape
anf2_ 116_ps 1] All languages =
Help D)4 Cancel
UPON COMPLETION
Field Name Comments Required?
Save All Output Files|Checkbox. Allows system to write request output to a No
file. This is necessary if you wish to view your output
online.
Notify the Following People Area
Name Specify additional people to notify. No
For Language Not used. No
Print the Output To Area
Style Select print style from LOV. You can accept default. Yes
Printer Select printers you want used to produce hard copy of No
report. Each printer will produce at least one copy.
Copies Select number > 1, if you need additional copies. No
For Language Defaults to All languages. No
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11. Select (B) OK.

12. Select (B) Submit.
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2% Parameters

ount Fraom Date

Account To Date

Document Clas

Submit Transfer to GL

Submit Journal Import

summarize Report [gh] |

PARAMETERS

Field Name |C0mments Required?
Account From Date [Beginning accounting event dates for [No

[which you want to create accounting.
Account To Date Ending accounting event dates for which [No
[you want to create accounting.
[Document Class Yes
[Document class that includes the
accounting events for which you want to
create accounting entries.

Select Invoices to include only invoice
entry, invoice adjustment, invoice
cancellation, prepayment application and
prepayment an application.

Select Payments to include only payment
lentry, payment adjustment, payment
cancellation and payment clearing

Select All to include all eligible
unaccounted invoice and payment events.
Submit Transfer to GL Accept the default No. Yes

Submit Journal Import [Accept the default No. Yes

Validate Accounts Accept the default Yes to confirm the Yes
laccounts that it creates are valid accounts
in GL.

Summarize Report To summarize the Audit section of the  [Yes
report select Yes. If you select No the
detailed information is available in the
report.

3. Enter the parameters.
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4. Select (B) Submit.
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10. Once the payments are voided in AP, they must be voided in AP Fed Admin.
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Void Payments in Fed Admin

Refunds, Voids and Chargebacks

When a check is voided in Payables, you must also void the check in the Fed Admin
application, in order to update the SF224 correctly.

Oracle Federal Administrator

N — Payables Management — Refunds, Voids and Chargebacks
Refunds, Voids and Chargebacks

1. Select Void from scroll down box.

Eﬂeﬂmds, Vaids and Chargebacks

Supplier Mame

J casH oPS-0PAC

Invoice Mumber Check Mumber

Check Amount Check Date

05-.JUL-2001

REFUNDS, VOIDS AND CHARGEBACKS

Field Name Comments Required?
Supplier Name Name of Vendor that payment is being voided for. |Yes
Invoice Number  |Invoice number paid on document being voided. Yes
Check Number Check number paid on document being voided. Display Only
Check Amount Check amount paid on document being voided. Display Only
Check Date Date of the check being voided. Display Only
Obligation Number [Number of the purchase order associated with the  |No

refunded payment.
Obligation Date Date of the purchase order associated with the No
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refunded payment.
Processed Designates if void has been processed on the SF224.|Display Only

Period Reported  |Period void is reported. Field is populated after void |Display Only
is recorded on the SF224.

2. Enter supplier and invoice that will be voided. An error message will appear ‘No
obligations exist. Obligation date will default to current date.” Ignore this message.
Select (B) OK.

3. Select (I) Save.

4. Submit concurrent request to reverse journal entries made when payment was originated.

Submit a New Request

Oracle Federal Administrator
N — Other — Requests — Run

Submit a New Request

%Suhmit a Mew Heguest

What type of request do you want to run?

2 Single Request
you to subrmit an individual reguest,

® Hequest Set
you to submit a pre

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request Allows you to enter an individual request. Yes
Request Set Allows you to submit a pre-defined set of requests. No

5. Select Single Request.

6. Select (B) OK.
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%Suhmit Request

Run this Bequest...

Marrie

Disbhursements in Transit Voided Checks

Parameters

Language

American Eng_]lish

At these Times...

Upon Completion...

Motify

Print to

Help (E)

all Output Files

As Soon as Possihle Schedule. .

anfz_124_ps

SUBMIT REQUEST
Run This Request Area
Field Name Comments Required?
Name Name of the request to be processed. Yes
Parameters Criteria necessary for the report — There are no parameters |No
for this report.
Language Language for the report. This field will default to American|Yes
English.
At These Times Area
At These Times |Select (B) Schedule to schedule this report to run at No

scheduled intervals in the background. This field defaults to
As Soon As Possible.

Upon Completion Area

Save all Output
Files

Enable the checkbox to save the output files requested. This
will allow the report to be viewed at a later time.

Yes

Notify

Select (B) Completion Options... to enter a name in the
Notify field. The name entered in this field will receive a
notification when the request is completed.

No

Print To

Select the printer where a hardcopy of the report would be
printed. This request is a process. No report will be
generated to view.

No

7.

Enter request name, Disbursements in Transit Voided Checks.
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Note: This is a critical step in the process. If this step is missed, a reversal of the Treasury
Confirmation will not occur. This will cause the 4901, 4902, 1010, and 2120 accounts to
be out of balance.

8. Select (B) Submit Request and view request to ensure it completed without error.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 45



Viewing Requests

Requests

Oracle Applications

M — View — Requests

Find Requests

Note: The path used depends on the responsibility.

= Find Requests

® 1y Completed Reguests

s Prograss

Reguest |0

[arme

Date Subirmitted

Date Completed

Requestor

Milnclude Reguest Set Stages in Gusty

815G EE= Regquest 1D g |

Subirnit a New Reguest...

1. Enter specific criteria in the Find window that appears, or select (B) Find to display all of
your requests that you have submitted.
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Find Requests. ‘Bubmit a New Request..,

deduest D FParant

: Marme .

| 127727 |Printed Purchase Order | _c'::rmfieieda Normal
427666 | Printed Purchase Order | Completed INormal |
388064 [Invoice Print New SF108| |Completed  |Normal |, TRX_NUMBER |
386062 |Invoice Print Selected SI| | TRX_NUMBER Y, SEL, .2
387207 |Status of Funds Report | |Completed |Normal |7, 50134, F, 69.00.0700, 2700700000
386960 |Status of Funds Report Completed  |Normal 7, 50134, F, 69.00 0700, 2700700000
386529 ]Srilp}il'i'iar'ﬁ,uéi_nmer Nettin Normal |

|
|

] | |
| |
| |

- Hald Reguest Vlew D ef‘glls Vtew Dutput

Viewing and Changing Requests

Since all reports, programs, and request sets are run as concurrent requests in Oracle
Applications, you can navigate to the Request window to view the progress and output of all
your concurrent requests, and you can change aspects of a request’s processing options.

Using the Request Window

You can use the Request window (summary and detail) to view a list of all the submitted
concurrent requests, check whether your request has run, change aspects of a requests’
processing options, diagnose errors, or find the position of your request in the queues of
available concurrent managers.

How to Use the Request Window

You can select various buttons in this window to perform tasks relating to concurrent
processing.

— Refresh Data button: The Requests window will not automatically refresh in order
to display updated progress of your request. Use this button to requery the lines in
the request table.

— Find Request button: Displays the Find Request window to perform a search for
additional requests

— Submit New Request button: Displays the Submit Requests window to submit a
new request to the concurrent manager
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— Hold Request and Cancel Request buttons: These buttons illuminate if the
concurrent manager has not already begun running the program. You could Hold
or Cancel a request by using these buttons.

— View Details button: Displays the Details window to view detailed information
about your request, for example, submission dates, scheduling and other
information. If a request has not already run, you can change selected fields so that
the updated information will affect your request when run by the concurrent
manager.

— Diagnostics button: Displays diagnostic information about your request such as
when it ran and if it completed successfully

— View Output button: Displays an online format of your report.

— Note: The program must have an actual paper output to make it possible for
online viewing.

— View Log button: Displays information about the request regarding arguments
used and other technical information.

— Cancel Request button: Cancels a request in the pending or running phase-cannot
be undone.
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9. Exit back to Navigator.
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24. For government payment batches, you must update the interagency transfer window for
each government payment.
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Interagency Transfers in AP Fed Admin

Note: After Government Supplier invoice and payment have been recorded in DELPHI
with the correct accounting string, it is necessary to record the transaction in Federal
Administrator, under Interagency Transfer in order for the SF224 Exception Report to be
cleared.

Interagency Transfers

Oracle Federal Administrator
N — Interagency — Interagency Transfers

Interagency Transfers

Accounts Payahle -

DOTWOLPE TRANS SYSIMAR A |21-JUN-2000 $4,389.34

1. Enter information in the Accounts Payable alternative region.

INTERAGENCY TRANSFERS

Accounts Payable Alternative Region

Field Name Comments Required?

Agency Name Enter the billing agency (e.g. Government Printing Yes
Office).

Invoice Use the billing agency invoice number. Yes

Number Note: Duplicate invoice numbers are not allowed in
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this window.

Invoice Date Displays the Invoice Date. Display Only
Invoice Displays the Invoice Amount. Display Only
Amount
Billing Agency | Enter the fund, appropriation, or receipt symbol to No
Fund which amount is to be transferred. Field is not used
for AP.
Chargeback Check if the invoice is an IPAC chargeback. No
Processed Indicates payment has been included in FMS Form Display Only
224 Statement of Transactions Report; if checked, the
item cannot be updated.
Period Period reported on FMS Form 224 Statement of Display Only
Reported Transactions Report, if processed.
Descriptive Field for user customization. No
Flexfield
2. Save.
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25. For government payment batches, you must call Cash Operations to notify them that a
government payment batch requires Treasury confirmation.

e Contact Cash Operations at 405-954-3537.

e Cash Operations will need to know the payment batch name and the Treasury Date
period.
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Scheduling Split Payments

Scheduled Payments

Oracle Public Sector Payables

N — Invoices — Entry — Invoices

Enter Transaction Event

1. Select (B) Cancel to exit the Enter Transaction Events screen. A caution window appears,
select (B) OK to bypass. The Invoices screen will automatically appear.

2. Select (M) View-Find to open the Find Invoices screen.

3. Select (B) Find to query all invoices. However, the Find Invoices screen may be used to
enter criteria that will narrow the search for particular invoices.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 54



Finding Invoices Using Invoices Inquiry Invoices

Find Invoices

Oracle Public Sector Payables
N — Invoices — Inquiry — Invoice Batches

Find Invoices

[EEFind Ivoices

Supplier
[Name Mumber

Site Ta et |0

PO MNum PO Shipment: x

Invoice
Mumber Terms:

Pay Group:

Amounts Invoice Batch

Dates ! - !J Currency

Invoice Status

Invoice Template
Mumber

Feriod Type

1. Enter information in one or more fields to narrow the search for an invoice or group of

invoices.

FIND INVOICES

Supplier Area

Field Name Comments Required?

Name Select the supplier name using the LOV. No

Number Enter the supplier number if necessary. The No
number will default if the supplier name is
entered.

Site Select the site of the supplier. No
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Taxpayer ID Enter the taxpayer’s ID number. No

PO Num Enter the PO Number related to the invoice you |No
are querying. The supplier name, number and
taxpayer ID will default.

PO Shipment/PO Line/PO |[Select the region of the PO to be queried. Cursor |No
Release Drop Down List  |will default to the blank field to the right.
Choose the appropriate shipment, line or release
from the LOV.

Invoice Area
Number Enter invoice number. No

Optional Drop Down List |Two options can be chosen from the following: |No
Payment Method, Pay Group, Terms, USSGL
Code, Project, Task, Expenditure Type and
Expenditure Org. Upon selecting an option the
cursor will default to the blank field to the right.
Select the appropriate data from the LOV.

Type Select type of invoice from the drop down list.  |No
Amounts Enter a range of amounts to be queried. No
Invoice Batch Select an invoice batch name from the LOV. No
Dates Enter a range of dates to be queried. No
Currency Select the type of currency from the LOV. No

Invoice Status Area

Activates when data is entered into a field within the Invoice area.

Paid Select the payment status from the drop down No
list.

Accounted Select the appropriate accounted status from the |No
drop down list.

Status Select the status of the invoices to be queried No

from the drop down list.

Holds Area

[Activates when data is entered into the other applicable areas. This area only displays
invoice holds, not supplier holds. This area is not required.

Status Select the hold status from the drop down list. No

Name Select the hold name from the LOV. No

Reason Accept the default. Display Only
Voucher Audit Area

If you use sequential voucher numbers, you can locate each invoice based on its unique
voucher number.

Category Select the type of invoices to audit from LOV. |No

Name Select the name of the supplier from LOV. No

Numbers Enter the voucher numbers to be audited. No

Invoice Template Area

Number Enter the number of the invoice template if No
applicable to agency.

Period Type Enter the period type to be queried using the No
LOV.

2. Select (B) Find. The Invoices screen displays all invoices that fit your criteria.
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4. To pay a portion of an invoice, select the invoice from the Invoices screen. Verify the
invoices that you want to pay are fully approved.

5. Select (B) Scheduled Payments.

%Scheduled Payments (FEDERAL RAILROAD ADMIN) - TW 3WAY INY MATCHED AS 2 WAY, 1120 VERMONT AVE ASSOC

Fayment Currency m waice Amount 45.I]l];
Amount Paid g [ : Amount Total

Due Date

f Discaount Digcount
Due Date Grogs Amount Method Date Amount [ ]

05-AUG-2001 45.00| 99 [Electronic

Payment Priority Do

Amount Remaining

Discount Amount Remaining

6. Make any updates to unpaid scheduled payments, and create any new scheduled payments.
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gScheduled Payments (FEDERAL RAILROAD ADMIN) - TWW 3WAY INV MATCHED AS 2 WAY, 1120 VERMONT AVE ASSOC -/ ¢

ayment Currency Inwoice Armount 45.00|

Armount Paid g ( ount Taotal

Cue Date

Hold Payment Priarity Payaiet

Discount Discount
Due Date Gross Amount Method Date Amount

I l05.8UG.2001 3000 I Electronic

[ [05.SEP-2001 15.00( 99 [Electronic

Amount Remaining

Discount Amount Remaining

7. To split a scheduled payment, update the Gross Amount on the existing unpaid Scheduled
payments, and then select (B) Split Schedule. Oracle Public Sector Payables creates an
additional scheduled payment with the net amount due.

8. Adjust the dates as appropriate and, optionally, apply a hold to the scheduled payment.

9. Select (I) Save.

SCHEDULED PAYMENTS
Field Name Comments Required?
Payment Currency Defaults to USD. Display Only
Amount Paid Total amount paid. Display Only
Invoice Amount Total Invoice Amount. Display Only
Gross Amount Total Total Amount of scheduled payments. Display Only
Hold checkbox Enable checkbox to place scheduled payment on No

hold. Payment will not be made until checkbox is

disabled.
Due Date Displays the date the invoice is due based on the Yes

invoice Terms Date and invoice Payment Terms.
You may update by entering a new date.

Gross Amount Displays scheduled payment Gross Amount. This  |Yes
amount can be adjusted and the remainder scheduled
for another date using (B) Split Schedule.

Priority Displays the priority of the payment. Display Only
Payment Method Default the payment method from the invoice. Display Only
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Discount Date Displays discount date if applicable. Display Only

Discount Amount Displays discount amount if applicable. Display Only

Amount Remaining Displays the unpaid amount of a selected scheduled |Display Only
payment.

Discount Amount Display the discount amount you would realize if ~ |Display Only

Remaining you paid the scheduled payment today.
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Submitting Due Date Calculation Process

Submit a New Request

Oracle Federal Administrator

N — Other — Requests — Run

Submit a New Request

%Suhmit a Mew Hequest |

What type of request do you want to run?

¥ Single Request
Thiz allows you ta submit an indwidual request.

you to submit & pre-defined =et of

Cancel

SUBMIT A NEW REQUEST

Field Name Comments Required?
Single Request Allows you to enter an individual request. Yes
Request Set Allows you to submit a pre-defined set of requests. |No

1. Check box for Request Set.

2. Select (B) OK.
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Copy...
A »
Gpticrs.
As Soon As Possible | TS
Help () Submt || Cancel

3. Inthe Request Set field, select the LOV.
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|App|icatiun
Dipe Date Calculation Frogram Cracle Federal Financials

Federal Vedical Transfer to GL Oracle Federal Financials.

4. Select Due Date Calculation Program and (B) OK.
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Cogy...

Due Date Calculation Program

Due Date Calculation FVXFODDC American English |[=
Due Date Calculation Execution | FVXDUDRP. American English
Due Date Calculation Execution | FVXDUDRP American English
i I T r
Qptions...
Soon As Possible Schedule...
Help (4 _ Submit Cancel
SUBMIT REQUEST SET
Run This Request Area
Field Name Comments Required?
Request Set Name of the Request. Yes
Program Name of the programs (requests) that will be processed in the |Display Only
request set.
Stage Stage in the request set where the program will occur. Display Only
Parameters Enter additional criteria for the Request. Yes
Language Defaults to American English. Yes
At these Times Area
At these Times |As Soon As Possible is the default. |Yes

5. In the Submit Request Set screen tab to or select the Parameters field. The Parameters
screen will appear. Select the Run Mode field and a List of Values will appear.

e Select P to run the report in a preliminary mode.

e Select F to run the report in a final mode.
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o= Parameters

se=Parameters

6. Select (B) OK.

7. In the Submit Request Set screen select (B) Submit.
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Lab 1: DEMO ONLY -Paying Invoices in a Payment Batch

Instructions

You have the responsibility for preparing the payment. Rather than manually selecting all of
the invoices and suppliers, you use the Autoselect feature of Oracle Payables. Begin the

selection process for a Computer Check Run.
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Lab 1 Solutions: DEMO ONLY - Paying Invoices in a Payment
Batch

1. Navigate to the Payment Batch window.

N — Payments — Entry — Payment Batches
e Enter THnsation Eyents
Farm Activity
Transaction Event
Transaction Code

WD not display this window again

2. In the Enter Transaction Events screen enter the following using the LOV:
e Form Activity = Payment Batches
e Transaction Event = Vendor or Vendor No Check
e Transaction Code = B110-Pay,NEF

3. In the Payment Batches, in the Batch Name field, use the Payment Batch Naming
Convention.

4. Inthe Payment Date field, enter the current date plus one business day.
5. Select Vendor as the Pay Group.

6. Inthe document field, enter Electronic or select from LOV. A popup window will appear
stating that your document is being reserved. Select (B) OK.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 66



Lab 1 Solutions: DEMO ONLY - Paying Invoices in a Payment
Batch

7. In the Pay Through Date field, accept default of current date plus one.

8. Validate that your window appears similar to the ones displayed below:

% Fayment Batches (FEDERAL RAILROAD ADRMIM)

Batch Mame Payment Date
16-DEC-2002

4 #

Document Fayrment Method
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Lab 1 Solutions: DEMO ONLY - Paying Invoices in a Payment
Batch

EE Fayment Batches (FEDERAL RAILROAD ADMIN) X

Pay Through Date| Hi Fayment Priority || Low Payment Priori] Allow Zera Invaice | Include Only

18|DEC-2002 |- |1

9. Accept the remaining defaults.

10. Select (B) Actionsl.

11. In the Payment Batch Actions window select the following check boxes:
e Select Invoices
e Build Payments

e  Print Preliminary Register
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Lab 1 Solutions: DEMO ONLY - Paying Invoices in a Payment
Batch

12. Validate that your window appears similar to the one displayed below:

miBuild Fayments

SEFEER Build Payments Program .

SEE anf2_143_ps .

Frogram

WiFormat Payments

(=I5 il
R =Tl

Printer

Frinter
S e Barmiicne s Sy

Sm ] Emsimert B st
LB i o= i e e T TR T

13. Select (B) OK.

14. Oracle Payables displays a concurrent ID number. Monitor your concurrent requests until
they have been successfully completed by choosing (M) View: Requests.

Copyright Oracle Corporation. All rights reserved. Property of U. S. Department of Transportation.

Processing Payment Batches
Chapter 8 - Page 69



Lab 2: DEMO ONLY - Modifying Invoice Selection in a Payment
Batch

Instructions

Review all the invoices and suppliers selected for a payment batch prior to releasing for
submission to Treasury. After reviewing the Preliminary Register, you decide not to pay an
invoice. Modify your payment batch to deselect this invoice.
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Lab 2 Solutions: DEMO ONLY - Modifying Invoice Selection in a
Payment Batch

1.

Navigate to the Payment Batch window, if you are not already in the window.
N — Payments — Entry — Payment Batches

Cancel out of the Enter Transaction Events screen by selecting (B) Cancel, if necessary.
Open the Find Payment Batches window.

M — Query — Find

In the Batch Name field, enter your batch name from the previous lab or enter 'In Process'
in the Status field.

Select (B) Find. In the Payment Batch window, Oracle Payables displays your batch. The
status field will display “Built”.

Select (B) Actions to open the Payment Batch Actions window.

Note that the Format checkbox is already selected. You must deselect this checkbox before
selecting Modify Payment Batch checkbox.

Select the Modify Payment Batch checkbox.

Validate that your window appears similar to the one displayed below:
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Lab 2 Solutions: DEMO ONLY - Modifying Invoice Selection in a
Payment Batch

i oemien) Balon Acinne

ST R T
Program
Fbdodify Payrent Batoh,.

S T e B
Printer
O F i FE
Program
B = e M
Frinter

I ST A TS e T

Dl Efeiziie) MEnriin|
ST

e Pl iz

Frinter
R e e e e

Program

e e N e

9. Select (B) OK.

10. Oracle Payables displays the Modify Payment Batch window. Locate the invoice number
that you do not want to pay. With your cursor in the Supplier field, use the up and down
arrow keys to scroll to different suppliers.

11. In the Pay field for that invoice number, select No.

Note how the total payment due to the supplier (displayed in the Amount field) is
decreased.
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Lab 2 Solutions: DEMO ONLY - Modifying Invoice Selection in a
Payment Batch

12. Validate that your window appears similar to the ones displayed below:

ayment Batch (FEDERAL RA ADMIR - V2T02351E1, 1120 VERMOR
Supplier 1120 VERMONT AVE ASSOC)

ZEVEN Yes b Mon-Payrment Hea

Armount 502.03 Remit-to .

Selected Invoices

lue Date Armount Due 502.03
YWithheld Amount _ Interest Amount
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Lab 2 Solutions: DEMO ONLY - Modifying Invoice Selection in a
Payment Batch

EZModif ent Batch (FEDERAL RAILROAD ADMIN) 02351E1, 1120 VERMONT AVE A

=88 1120 YERMONT AVE ASSOC

Mon-Paymert

Amount [ L] SRR VERMONT AVENUE ASSOC

Selected Invoices I

Payment Amount

imum Proposed [ ]

BIERECES 14 DEC-2002 Amount Due 5I]2.I]3]
Withheld Amount _ Interest Amount

Imvoice Owerview: Cancel Build

13. Select (B) Build.

14. Oracle Payables displays a concurrent ID number. Monitor your concurrent request until it
is successfully completed by selecting (M) View: Requests.
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Lab 3: DEMO ONLY - Formatting a Payment Batch

Instructions

Your payment batch that you entered and modified in previous labs is now ready to be
formatted and printed.
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Lab 3 Solutions: DEMO ONLY - Formatting a Payment Batch

1. If you are in the Payment Batches window, select (B) Requery Batch. The status will
display 'Built' and go to step 5. If you are not in the Payment Batches window, navigate to
the Payment Batch window, if you are not already in window.

N — Payments — Entry — Payment Batches

2. Cancel out of the Enter Transaction Events screen by selecting (B) Cancel, if necessary.
Open the Find Payment Batches window.

M — Query — Find

E—F‘md Faymient Bamhas

pocurert. (N
-

Payment Dates

Inwoice Selection Criteria

Fay Group

Prionties ! ’ !|

3. Enter 'In Process' in the Status field, or enter the Batch Name in the Batch Name field.
4. Select (B) Find. Oracle Payables displays your batch. The Status field will display 'Built'.
5. Select (B) Actions to open the Payment Batch Actions window.

6. Note that the Format checkbox is already selected.
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Lab 3 Solutions: DEMO ONLY - Formatting a Payment Batch

7. Validate that your window appears similar to the one displayed below:

%F ayrrrant Bater Aoticns

Prograrm

Printet

St Oracle Standard Format P

Frintet

Ml Fotmat Payments

! FI [| nt II"J Dy

S T A B e e T =t e e
o T S =T

FPrintat
J = S S e

Prograrm

S N e S

8. Select (B) OK.
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Lab 3 Solutions: DEMO ONLY - Formatting a Payment Batch

9. Oracle Payables displays a concurrent ID number. Monitor your concurrent request until it
is successfully completed by Selecting (M) View: Requests.

10. View the checks online by selecting (B) View Output for the Preliminary Register in the
Requests screen. Write down the last document number. You will need this number for
confirming the payment.
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Confirming Payment Batches Overview

Select invoices

(Build payments)

Y

Format
payments

\

Confirm
payments

Confirmation is the final step in processing a payment batch. During payment confirmation,
Oracle Payables performs the following tasks:

e Updates the payment history of invoices paid in a payment batch

e Creates one payment distribution for each invoice in the payment batch and credits it
to the asset account for the bank account

e C(Creates a single payment distribution for each balancing segment of an invoice, if the
Automatic Offsets Payables option is enabled and a pooled bank account for the
payment batch is used
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Confirming Payment Batches Overview
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Lab 4: DEMO ONLY - Confirming a Payment Batch

Instructions

You have reviewed your checks and they all have been successfully printed. Record them as
printed, and complete the payment batch process.
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Lab 4 Solutions: DEMO ONLY - Confirming a Payment Batch

1. If you are in the Payment Batch window, select (B) Requery Batch. The Status will
display 'Formatted'. If you are not in the Payment Batch window, navigate to the Payment
Batch window, if you are not already in this window.

N — Payments — Entry — Payment Batches

2. Cancel out of the Enter Transaction Event screen by selecting (B) Cancel, if necessary.
Open the Find Payment Batches window.

M — Query — Find

3. In the Batch Name field, enter your batch name from the previous lab or enter "In Process'
in the Status field.

4. Select (B) Find. In the Payment Batch window Oracle Payables displays your batch. The
status field will display “Formatted”.

5. Select (B) Actions to open the Payment Batch Actions window.

6. Note that the Confirm checkbox is already selected. You may also select the Print Final
Register checkbox.

7. Validate that your window appears similar to the one displayed below:
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Lab 4 Solutions: DEMO ONLY - Confirming a Payment Batch

et Batch Actions:
e e s
S 5 | N S

Frogram

O e liFp Faberye & Bzt e

= e T T

Program

Firintar
irm Fayrment Bateh: .
S T
TR
W Frint Final Register
Frinter
s BT

Frogram

Lt e D

8. Select (B) OK.
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Lab 4 Solutions: DEMO ONLY - Confirming a Payment Batch

9. Select (B) OK again to confirm the payment batch. Oracle Payables displays the Confirm
Payment Batch window.

10. In the Status field, select Printed from LOV.

11. Inthe To field, enter the last document number that printed successfully, which you noted
from the Preliminary Payment Register.

12. Validate that your window appears similar to the one displayed below:

% Confirm Payment Batch (FEDERAL RAILROAD ADRMIR

EEH ke V2 F02351E1

Payment Documents

~ Sthys From
| |[Printed 340889

13. Select (B) Confirm.
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Summary

In this lesson you should have learned the following:
e Initiate new payment batches
e Create and find payment batch templates
e  Modify payment batches
e Format payment batches
e  Confirm payment batches
e Find payment information

e Process EDI payments
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